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INTRODUCTION 1.1
The Wheaton Police Department is an organization comprised of people of integrity, committed
to providing quality police service to its community in an honest, fair, professional, and courteous
manner. We will focus on forging a partnership with the community based on mutual trust,
confidence, commitment, and communication to maintain and improve the quality of life and
promote the safety and welfare of our citizens. The members of this agency pledge collectively
and individually to grow, develop and engage in reassessment to meet the current and future
problems and challenges of our community. The Wheaton Police Department exists to meet the
City‘s objectives for the safety and well-being of its residents. This mission is accomplished
through people and knowledge, our most important resources. In the continuing pursuit of
quality, we are guided by the following values:

•

Respect: We will recognize the worth, quality, diversity and importance of each other,
the people we serve and the department.

•

Compassion: We will care about others and respect their feelings.

•

Integrity: We will be honest and forthright and meet ethical standards.

•

Efficiency: We will be prudent with our resources.

•

Leadership: We will work together to set an example through leadership which
embodies respect, compassion, integrity, and efficiency.

The department orders were implemented to provide guidance and direction to every member
of the Wheaton Police Department. In this rapidly changing and constantly evolving complex
profession, department orders are a framework to fulfill the mission of providing the highest
quality of service to the citizens of Wheaton and demonstrating the highest professional
standards in law enforcement.
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MANUAL 1.2
1.2.1

PURPOSE

The manual of the Wheaton Police Department is hereby established and shall be referred to as
the Department Orders. These orders are a statement of the current policies, rules and
guidelines of this department. All members are to conform to the provisions of these orders.
All prior and existing manuals, orders and regulations that are in conflict with this manual are
rescinded, except to the extent that portions of existing manuals, procedures, orders and other
regulations that have not been included herein shall remain in effect, provided that they do not
conflict with the provisions of these orders.
1.2.2

POLICY

Except where otherwise expressly stated, the provisions of these orders shall be considered
as guidelines. It is recognized that the work of law enforcement is not always predictable and
circumstances may arise which warrant departure from these guidelines. It is the intent of this
manual to be viewed from an objective standard, taking into consideration the sound discretion
entrusted to members of this department under the circumstances reasonably available at the
time of any incident.
1.2.2.1

Disclaimer

The provisions contained in the department orders are not intended to create an employment
contract nor any employment rights or entitlements. The policies contained within are for the
internal use of the Wheaton Police Department and shall not be construed to create a higher
standard or duty of care for civil or criminal liability against the City, its officials, or members.
Violations of any provision of any policy contained within these orders only form the basis for
department administrative action, training, or discipline. The Wheaton Police Department
reserves the right to revise any policy content, in whole or in part.
1.2.3

AUTHORITY

The Chief of Police shall be considered the ultimate authority for the content and adoption of
the provisions of this manual and shall ensure compliance with all applicable federal, state and
local laws. The Chief of Police or the authorized designee is authorized to issue department
directives which shall modify any provisions of the department orders to which they pertain.
Departmental Directives shall remain in effect until such time as they may be permanently
incorporated into the department order manual.
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1.2.4

ISSUING THE POLICY MANUAL

An electronic version of the Department Order Manual will be made available to all members in
SharePoint for viewing and printing. No changes shall be made to the manual without
authorization from the Chief of Police or the authorized designee.
Each member shall acknowledge that he/she has been provided access to, and has had the
opportunity to review the Department Orders. Members shall seek clarification as needed from
an appropriate supervisor for any provisions that they do not fully understand.
1.2.5

PERIODIC REVIEW OF DEPARTMENT ORDERS

The Chief of Police will ensure that the Department Orders are periodically reviewed and
updated as necessary.
1.2.6

REVISIONS TO ORDERS

All revisions to the Department Orders will be provided to each member on or before the date
the order becomes effective. Each member will be required to acknowledge that he/she has
reviewed the revisions and shall seek clarification from an appropriate supervisor as needed.
Members are responsible for keeping abreast of all revisions.
Each Deputy Chief will ensure that members under his/her command are aware of any
department order revision. All department members suggesting revision of the contents of the
department orders shall forward their written suggestions to their Deputy Chiefs, who will
consider the recommendations and forward them to the command staff as appropriate.
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OATH OF OFFICE 1.3
1.3.1 PURPOSE
The purpose of this department order is to establish guidelines for the oath of office taken by
sworn officers.
1.3.2 POLICY
It is the policy of the Wheaton Police Department to protect and serve the public, enforce laws,
maintain order, and protect the constitutional rights of all people.
All sworn officers shall take an “Oath of Office” prior to assuming sworn status or when
receiving a promotion.
The oath will be administered by the City Mayor or other designated representative.
The “Oath of Office” is as follows:
I, ___(State your Name)__________________ having been __assigned___ to the office of
_____________________ in the City of Wheaton in the County of DuPage, DO SOLEMNLY
SWEAR or affirm, that I will support the Constitution of the United States and the Constitution of
the State of Illinois, and that I will faithfully discharge the duties of the office
of _____________________ to the best of my ability.
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1.4.1

PURPOSE

It is the purpose of this department order is to provide specificity to the standards of conduct embodied
in the law enforcement officer’s code of ethics and the principles of the Wheaton Police Department, so
that sworn officers have a clear understanding of agency expectations pertaining to conduct and activities
while on and off duty.
1.4.2

POLICY

It is the policy of the Wheaton Police Department that officers shall conduct themselves both on and off
duty in a manner that reflects the high ethical standards consistent with the values and mission
established by the Wheaton Police Department and the expectations of the community it serves.
1.4.3

THE LAW ENFORCEMENT CODE OF ETHICS

The Wheaton Police Department subscribes to the Law Enforcement Code of Ethics as adopted by the
International Association of Chiefs of Police. All sworn officers are required to abide by these ethics.
The Law Enforcement Code of Ethics is as follows:
As a law enforcement officer, my fundamental duty is to serve the community; to safeguard lives
and property; to protect the innocent against deception, the weak against oppression or intimidation
and the peaceful against violence or disorder; and to respect the constitutional rights of all to liberty,
equality, and justice.
I will keep my private life unsullied as an example to all and will behave in a manner that does
not bring discredit to me or to my agency. I will maintain courageous calm in the face of danger, scorn,
or ridicule; develop self-restraint; and be constantly mindful of the welfare of others. Honest in thought
and deed both in my personal and official life, I will be exemplary in obeying the law and the regulations
of my department. Whatever I see or hear of a confidential nature or that is confided to me in my official
capacity will be kept ever secret unless revelation is necessary in the performance of my duty.
I will never act officiously or permit personal feelings, prejudices, political beliefs, aspirations,
animosities, or friendships to influence my decisions. With no compromise for crime and with relentless
prosecution of criminals, I will enforce the law courteously and appropriately without fear or favor,
malice, or ill will, never employing unnecessary force or violence and never accepting gratuities.
I recognize the badge of my office as a symbol of public faith, and I accept it as a public trust to be held
so long as I am true to the ethics of police service. I will never engage in acts of corruption or bribery, nor
will I condone such acts by other police officers. I will cooperate with all legally authorized agencies and
their representatives in the pursuit of justice.
I know that I alone am responsible for my own standard of professional performance and will take every
reasonable opportunity to enhance and improve my level of knowledge and competence.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

CODE OF ETHICS 1.4
I will constantly strive to achieve these objectives and ideals, dedicating myself before God to my chosen
profession… law enforcement.
1.4.4

STATEMENT OF QUALITY

The Wheaton Police Department is an organization comprised of people of integrity, committed to
providing quality police service to its community in an honest, fair, professional, and courteous manner.
We will focus on forging a partnership with the community based on mutual trust, confidence,
commitment, and communication to maintain and improve the quality of life and promote the safety
and welfare of our citizens.
The members of this agency pledge collectively and individually to grow, develop and engage in
reassessment to meet the current and future problems and challenges of our community.
The Wheaton Police Department exists to meet the City's objectives for the safety and well-being of its
residents. This mission is accomplished through people and knowledge, our most important resources.
In the continuing pursuit of quality, we are guided by the following values:
Respect:
Compassion:
Integrity:
Efficiency:
Leadership:

1.4.5

We will recognize the worth, quality, diversity and importance
of each other, the people we serve and the department.
We will care about others and respect their feelings.
We will be honest and forthright and meet ethical standards.
We will be prudent with our resources.
We will work together to set an example through
leadership which embodies respect, compassion, integrity, and
efficiency.

PRINCIPLES

Principle Base Defined
The principles of the Wheaton Police Department embody the department’s philosophy, vision, and
values. These principles serve as the foundation and axiom upon which the department establishes its
policy, strategy, tactics, and actions.
In completing its mission - to protect and serve the community of Wheaton - the department as a whole
and each of its members as individuals are responsible for adhering to all principles, and their associated
values.
By adherence to these principles and values, the department will endeavor to create a partnership with
the community and maintain the level of public trust necessary for the continuation of the department’s
role.
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Principle 1 – Respect
Police employees are delegated with duties and powers, granted by the public, to protect and serve the
community. Dedicated to such empowerment, police employees shall hold in high esteem each person
they serve. Respect for life and the dignity of persons serves as a basis for decisions, action, and our
treatment of others.
Often the police are called upon to be care-givers, in rendering aid or settling disputes. Respect for
another’s situation coupled with compassion for those involved or affected, encourages public
cooperation and continued support of the law enforcement mission.
Associated Values
1.01 ATTENTION TO DUTY. As most police work is performed without close supervision, the
responsibility for the proper performance of an officer’s duty lies primarily with the officer. An
officer carries a responsibility for the safety of the community and their fellow officers. The
officer best discharges this responsibility by the faithful and diligent performance of his/her
assigned duty. Anything less violates the trust placed in the officer by the people, and nothing
less qualifies as professional conduct.
1.02 COURTESY. Effective law enforcement depends on a high degree of cooperation between
the Department and the public it serves. The practice of courtesy in all public contacts
encourages understanding and appreciation; discourtesy causes contempt and resistance. The
majority of the public are law-abiding citizens who rightfully expect fair and courteous
treatment by Department employees. While the urgency of a situation might preclude the
ordinary social amenities, discourtesy is not excusable. The practice of courtesy by an officer is
not a manifestation of weakness; it is, on the contrary, consistent with the firmness and
impartiality that characterizes a professional police officer.
Principle 2 - Balance
The department recognizes its function being divided into three areas: order maintenance, law
enforcement, and community service. Each employee balances his/her efforts based on the public’s
requests, expectations, and trust. The quality of community life warrants a reasonable approach to the
department’s deployment of personnel, resources, and efforts.
Associated Values
2.01 PREVENTION OF CRIME. Peace in a free society depends on voluntary compliance with the
law. The primary responsibility for upholding the law therefore lies not with the police, but with
the people. Since crime is a social phenomenon, crime prevention is the concern of every
person living in society. Society employs full-time professional police to prevent crime, to deter
it, and when that fails, to apprehend those who violate the law.
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Crime is a symptom of ills within society which are not the responsibility of the Department to
cure. The Department is responsible, however, for interacting with the community in a
partnership to generate mutual understanding so that there may be public support for crime
prevention. Community involvement is essential to facilitate a free flow of information between
the public and the Department to assist in the identification of problem areas and to inform the
public of crime statistics and trends. Additionally, knowledge of the community is necessary so
that each Department employee may be instilled with a sense of concern for the crime
problems and law enforcement needs in their assigned area of responsibility.
The prevention of crime remains a basic obligation of society. When it becomes necessary to
rely on police action to secure compliance with the law, society has failed in this responsibility.
2.02 DETERRENCE OF CRIME. While there are certain crimes that cannot be deterred, crimes
committed against property and against innocent victims in public places are reduced by police
patrol. Street crime is curbed by the potential criminal’s fear of immediate apprehension or by
the increased likelihood of his detection. The deterrence of crime requires the investigation of
behavior which reasonably appears to be criminally directed. In deploying patrol forces to deter
crime and to inspire public confidence in its ability to ensure a peaceful environment, the
Department must endeavor to strike a balance between the desirable deterrent effect of visible
patrol and any undesirable appearance of oppression. In the long run, however, it must be the
people, not the Department, who determine the limitations on their freedom.
2.03 APPREHENSION OF OFFENDERS. The administration of criminal justice consists of the
identification, arrest, prosecution, punishment and rehabilitation of a law violator and it has as
its objective the voluntary compliance with the law as an alternative to punishment. Once a
crime has been committed, it is the duty of the Department to initiate the criminal justice
process by identifying and arresting the perpetrator, to obtain necessary evidence, and to
cooperate in the prosecution of the case.
As the certainty of swift and sure punishment serves as an effective deterrent to crime, the
Department must diligently strive to solve all crimes and to bring the perpetrators to justice.
2.04 RECOVERY AND RETURN OF PROPERTY. The actual costs of crime are difficult to measure;
there cannot be a dollar value assigned to the broken bodies, ruined lives, and human misery
which are its products. However, it is possible to observe the steadily mounting cost of stolen
property. This loss as well as the other costs of crime must ultimately be borne by its victims. To
minimize the losses due to crime, the Department makes every reasonable effort to recover
stolen property, to identify its owners, and to ensure its prompt return.
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2.05 MOVEMENT OF TRAFFIC. To facilitate the safe and expeditious movement of vehicular and
pedestrian traffic, the Department must enforce traffic laws, investigate traffic crashes, and
direct traffic. To enforce compliance with traffic laws and to develop driver awareness of the
causes of traffic crashes, the Department appropriately warns, cites, or arrests traffic law
violators. Traffic crashes are investigated to protect the rights of the involved parties, to care for
the injured, to determine the causes of crashes so that methods of prevention may be
developed and, when a traffic law violation is discovered, to gather necessary evidence to
prosecute the violator. The Department maintains traffic enforcement efforts to direct vehicular
and pedestrian traffic and to provide information to the public in assisting them to arrive at their
destination safely and expeditiously.
2.06 PUBLIC SERVICE. Often, because there are no other public or private agencies available, the
public relies upon the Department for assistance and advice in many routine and emergency
situations. For this reason and because there is frequently a potential for crime, the Department
regularly responds to incidents where it is not contemplated that an arrest will be made.
Saving lives and aiding the injured, locating lost persons, keeping the peace, and providing for
many other miscellaneous needs are basic services provided by the Department. To satisfy these
requests, the Department responds to calls for service and renders such aid or advice as is
necessitated or indicated by the situation.
2.07 PRIORITY OF HANDLING CALLS FOR SERVICE. It is not always possible for the Department to
respond to every call for service; therefore, the Department must endeavor to organize
available resources to provide efficient service. Priority of call assignment depends on many
factors, and it is normally the responsibility of the on-duty field supervisor or communications
personnel to make such assignments; however, an officer in the field may be required to decide
whether to continue on an assigned call or handle a citizen’s complaint or other observed event
and cause the call to be reassigned. Such determination should be based upon the comparative
urgency and the risk to life and property of the assigned call and the intervening incident. When
it is impossible for an officer to handle a citizen’s complaint or an observed event, the officer
should, if circumstances permit, either give directions for obtaining such assistance or personally
initiate the necessary notifications.
Principle 3 - Fairness
The police are respected in a free democratic society only when fairness flows from the police to the
public. Police decisions, actions and rapport must be fairly applied to all persons without prejudice or
bias. Each member of the department is entrusted to be equitable, fair, and just in their interactions
with all persons regardless of age, race, gender, creed, physical condition, economic status, or political
affiliations.
The Wheaton Police Department prides itself on providing fair, impartial treatment to all persons in
each and every contact.
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Associated Values
3.01 OFFICER CONTACTS WITH THE PUBLIC. In each contact with the public, an officer must be
aware that his/her actions, appearance, and statements are those of the Department. For this
reason, and because of the inherent potential for conflict in many police contacts, an officer
should develop a fair, impartial, and reasonable attitude and perform tasks in a businesslike
manner. Statements to the public and other members of the department must be the result of
considered judgment and be absent of personal opinion, bias, or editorial comment. Extended
conversation which reflects the officer’s personal opinions will normally be considered
inappropriate.
3.02 RESPONSIVENESS TO THE COMMUNITY. The Department should be responsive to the
needs and problems of the community. While the Department’s task is governed by the law, the
policies formulated to guide the enforcement of the law must include consideration of the
public will. This responsiveness must be manifested at all levels of the Department by a
willingness to listen and by a genuine concern for the problems of individuals or groups. The
total needs of the community must become an integral part of the programs designed to carry
out the mission of the Department.
3.03 OPENNESS OF OPERATION. Law enforcement operations in a free society must not be
shrouded in secrecy except where necessary as a tool in a particular enforcement situation.
Crime statistics and traffic statistics will be reported to the public accurately. The Department
should strive to make known and accepted its objectives and policies.
Principle 4 - Integrity
The police profession must stand and represent to the people a strong, incorruptible force upon which
the people can rely for protection, support, and aid. Honesty, openness, and stability on the part of the
police provide a foundation for continued public trust, confidence, and cooperation. In its relations with
its own members, the public, and the criminal justice system, the department must remain
straightforward, sincere, and honorable. This most honorable and demanding profession requires that
only those with integrity serve in its ranks.
Associated Values
4.01 COMPLIANCE WITH LAWFUL ORDERS. The Department is an organization with a clearly
defined hierarchy of authority. This is necessary because unquestioned obedience of a
superior’s lawful command is essential for the safe and prompt performance of law
enforcement operations. Superior officers shall recognize that the most desirable means of
obtaining compliance are recognition and reward of proper performance and the positive
encouragement of a willingness to serve. However, negative discipline may be necessary where
there is a disregard of lawful orders, commands, directives, written policy or training bulletins,
or lack of accountability or responsibility.
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4.02 USE OF INTOXICANTS. There is an immediate lowering of esteem and suspicion of
ineffectiveness when there is public contact by a department employee evidencing the use of
intoxicants. Additionally, the stresses of law enforcement require an employee to be mentally
alert and physically responsive. Except as necessary in the performance of an official
assignment, the consumption of intoxicants is prohibited while an employee is on duty. Nor is an
officer to consume intoxicants to such a degree that it impairs his/her on-duty performance.
4.03 FINANCIAL OBLIGATIONS. Public employees have stable incomes upon which they may
forecast future earnings. For this reason, and because of public confidence in their
responsibility, it is relatively easy for Department employees to contract financial obligations
which, if not controlled, may become an impossible burden. Such financial distress may impair
the individual’s effectiveness and tends to bring discredit upon the Department. Employees shall
avoid incurring financial obligations which are beyond their ability to reasonably satisfy from
their anticipated Department earnings.
4.04 REFUSAL TO WORK. The alternative to law and its enforcement is anarchy and its resulting
devastation. An officer’s commitment to public service and professional ethics precludes his/her
engaging in strikes or similar concerted activities. For these reasons, police officers do not have
the right to strike or to engage in any work stoppage, sick out, or slowdown. It is the policy of
this Department to seek the removal from office of any officer or civilian employee who plans or
engages in any such strike, work stoppage, sick out or slowdown.
4.05 DISCIPLINE. It is essential that public confidence be maintained in the ability of the
Department to investigate and properly adjudicate complaints against its members.
Additionally, the Department has the responsibility to seek out and discipline those whose
conduct discredits the Department or impairs its effective operation. The rights of the employee
as well as those of the public must be preserved, and any investigation or hearing arising from a
complaint must be conducted in an open and fair manner with the truth as its primary objective.
The Department accepts complaints against its members and fully investigates all such
complaints to the appropriate disposition.
4.06 LOYALTY. In the performance of the duty to serve society, an officer is often called upon to
make difficult decisions. Discretion must be exercised in situations where the officer’s rights and
liabilities and those of the Department hinge upon the officer’s conduct and judgment. An
officer’s decisions are not easily made and occasionally they involve a choice which may cause
personal hardship or discomfort. An officer must be faithful to the oath of office, the principles
of professional police service, and the objectives of the Department, and in the discharge of
one’s duty officers must not allow personal motives to govern their decisions and conduct.
Principle 5 - Ethical Performance
In a position of public trust, police officers are held to a higher standard of conduct. Police conduct must
be consistently within the law and set the example for others. Decisions made by police officers have
extensive and varied implications for those persons involved and the community at large.
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Ethical performance and behavior by the police provides a foundation upon which the community’s
quality of life rests. When the police represent and stand for noble principles, repel corruption, and
adhere to the law, the community and its quality of life remain firm.
Associated Values
5.01 POLICE ACTION BASED ON LEGAL JUSTIFICATION. What is reasonable in terms of
appropriate police action or what constitutes probable cause varies with each situation.
Different facts may justify either an investigation, a detention, a search, an arrest, or no action
at all. The requirement that legal justification be present imposes a limitation on an officer’s
action. In every case, an officer must act reasonably within the limits of his/her authority as
defined by constitutional law, statute and judicial interpretation, thereby endeavoring to ensure
that the rights of both the individual and the public are protected.
5.02 PROFESSIONAL STANDARD OF SERVICE. The Department cannot be aware of each circumstance in the City where police action or assistance may be required. The Department is
dependent upon members of the community for such information. The people, in return, expect
the Department to respond to requests for police service within a reasonable time and to
satisfactorily perform the necessary service. A person calling for police assistance expects to be
provided with a service. As a practical matter, the extent of the service may necessarily be
limited, but, regardless of its extent, a professional quality of service should be rendered in all
cases.
5.03 THE NATURE OF THE TASK. Law enforcement operations consist of many diverse activities
which are directed toward the attainment of Department objectives. Activities such as
patrolling, conducting field interviews, and issuing traffic citations are not objectives in
themselves; rather, they are methods of achieving the real objectives of preventing and
deterring crime, arresting criminal offenders, and preventing traffic crashes.
Decisions in law enforcement operations frequently must be made in an instant, and the lives of
officers and others may depend upon the quality of those decisions. An officer is confronted in
stress situations with both criminal and non-criminal behavior, and he/she must be capable of
making a reasonable response in both cases. An officer must base his/her conduct and action in
each instance upon the facts of the situation as they reasonably appear, relying upon
experience, training, and judgment to guide one toward morally justified and lawful decisions
and actions.
Principle 6 - Reverence for the Law
In enforcing the law, the police must act within the law as set forth by the framers of our Constitution,
the Bill of Rights, state statute and judicial interpretation. Their purpose is to provide for enforcement of
the law with fundamental fairness and equity. Through the Bill of Rights, the dignity of the individual
person in America was placed in a position of importance.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

CODE OF ETHICS 1.4
A peace officer’s enforcement should not be done in grudging adherence to the legal rights of the
accused, but in a spirit of seeing that every accused person is given those rights as far as it is within the
power of the police.
In the discharge of our enforcement of criminal statutes, the peace officer must scrupulously avoid any
conduct which would make him a violator of the law.
The end does not justify the means. Since we enforce the law, we must not break it ourselves. We are
responsible to enforce the law and work within its boundaries.
Associated Values
6.01 RESPECT FOR CONSTITUTIONAL RIGHTS. No person has a constitutional right to violate the
law; neither may any person be deprived of his constitutional rights merely because he is
suspected of having committed a crime. The task of determining the constitutionality of a
statute lies with the court of proper jurisdiction, not with an officer who seeks to properly
enforce the law as it exists. Therefore, an officer may enforce any federal, state, or local statute
which is valid on its face without fear of abrogating the constitutional rights of the person
violating that statute. An officer who lawfully acts within the scope of his/her authority does not
deprive persons of their civil liberties. The officer may, within the scope of his/her authority,
make reasonable inquiries, conduct investigations, and arrest on probable cause. However,
when an officer exceeds that authority by unreasonable conduct, the sanctity of the law is
violated.
6.02 INDIVIDUAL DIGNITY. A recognition of individual dignity is important in a free system of
law.
An officer must treat a person with as much respect as that person will allow and must be
mindful that the people with whom one is dealing are individuals with human emotions and
needs. Such conduct is not a duty imposed in addition to an officer’s primary responsibilities, it
is inherent in them.
Principle 7 - Community Policing
Community policing is a philosophy, an old time-tested philosophy which bases itself on the following:
Public Approbation of Police. The ability of the police to perform their duties is in part
dependent upon public approval of police existence, actions, behavior, and the ability of the
police to secure and maintain public respect. The ability of the police to secure public approval
and cooperation is directly related to the efforts of the agency to earn and maintain public
support.
Crime Prevention: The basic mission for which the police exist is to prevent crime and disorder.
The true measure of an effective law enforcement team is the minimization of crime.
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Public Are the Police: The police at all times should maintain a relationship with the public that
gives reality to the historic tradition that the police are the public and the public are the police.
The police are the only member of the public who are paid to give full time attention to duties
which are incumbent on every citizen in the interest of community welfare.
People Working with Police: The task of crime prevention cannot be accomplished by the police
alone. This task necessarily requires the willing cooperation of both the police and the public,
working together toward a common goal.
People Working with People: Since the police cannot be expected to be on every residential or
business block every hour of the day, a process must be developed whereby each person
becomes concerned with the welfare and safety of his neighborhood. When neighbors work
together, they can prevent crime.
Associated Values
7.01 ROLE OF THE INDIVIDUAL OFFICER. Community relations is manifested in its most common
form in the numerous daily encounters between individual officers and citizens. It is at this level
that reality is given to the unity of the people and the police and where the greatest burden for
strengthening community relations is laid.
In dealing with people each officer must attempt to make his/her contact one which creates
respect for the officer as an individual and professional and one which generates the
cooperation and approval of the public. While entitled to personal beliefs, an officer cannot
allow individual feelings or prejudices to enter into public contacts. However, since an officer’s
prejudices may be subconsciously manifested, it is incumbent upon the officer to strive for the
elimination of attitudes which might impair impartiality and effectiveness.
7.02 TRAINING IN HUMAN AND COMMUNITY RELATIONS. The selection process for police
officers is designed to choose the most qualified and to eliminate those who are physically,
emotionally, mentally, or socially unfit. Those selected, however, are representative of the
community at large and as such, are subject to having the same prejudices and biases found in
much of society. Exposure to crime and its aftermath can tend to harden and render insensitive
an officer whose sympathetic understanding is needed to properly perform his/her duties. The
Department must provide initial and continuing training in human and community relations to
help officers avoid this hardening of attitude and to imbue in each officer an understanding of
their partnership role in the community.
Principle 8 - Test of Police Effectiveness
The true test of police effectiveness is the minimization of crime and the presence of public order. It is
not the evidence of police action in dealing with crime and disorder. Ultimately, the department and
each of its members are responsible to the people.
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Associated Values
8.01 PRIMARY OBJECTIVE. A large urban society free from crime and disorder remains an
unachieved ideal; nevertheless, consistent with the values of a free society, it is the primary
objective of the Wheaton Police Department to as closely as possible approach that ideal. In so
doing, the Department’s role is to enforce the law in a fair and impartial manner, recognizing
both the statutory and judicial limitations of police authority and the constitutional rights of all
persons. It is not the role of the Department to legislate, to render legal judgments, or to punish.
Summary Statement
The department as a whole, and each officer and employee of the Wheaton Police Department, by
adhering to these principles will be effective and successful and will avoid the negative consequences of
not following these directions, which include the loss of public respect, public cooperation, ineffective
law enforcement and/or disciplinary action
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1.5.1 PURPOSE
The purpose of this policy is to affirm the authority of the members of the Wheaton Police
Department to perform their functions based on established legal authority.
1.5.2 POLICY
It is the policy of the Wheaton Police Department to limit its members to only exercise the
authority granted to them by law.
While this department recognizes the power of peace officers to make arrests and take other
enforcement action, officers are encouraged to use sound discretion in the enforcement of the
law. This department does not tolerate abuse of law enforcement authority.
1.5.3 PEACE OFFICER POWERS
Sworn members of this department are authorized to exercise peace officer powers pursuant
to applicable state law.
An officer may arrest a person when (725 ILCS 5/107-2):
a. There is a warrant commanding that such person be arrested.
b. There are reasonable grounds to believe that an arrest warrant exists.
c. There are reasonable grounds to believe that the person is committing or has
committed an offense.
The authority of officers outside the Wheaton Police Department jurisdiction includes the
ability to conduct temporary questioning or make an arrest (725 ILCS 5/107-4):
a. If the officer is engaged in the investigation of criminal activity that occurred in
the officer’s jurisdiction and the temporary questioning or arrest is in
furtherance of that investigation.
b. If the officer, while on-duty as an officer, becomes aware of the immediate
commission of a felony or a misdemeanor violation of the laws of this state.
c. If the officer, while on-duty as an officer, is requested by an appropriate state or
local law enforcement official to render aid or assistance to the requesting law
enforcement agency that is outside the Wheaton Police Department jurisdiction
or is assisting a multi-jurisdictional taskforce.
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While outside the jurisdiction of the Wheaton Police Department an officer shall make prompt
notification to the local law enforcement agency of the county or municipality where any of the
above occurs, and shall notify his/her immediate on-duty supervisor as soon as practicable (725
ILCS 5/107-4).
1.5.4 INTERSTATE PEACE OFFICER POWERS
Whenever an officer makes an on-duty arrest in Indiana, Iowa, Wisconsin or Missouri, the
officer shall take the offender to a magistrate or judge in the county where the arrest occurred
as soon as practicable (I.C. § 35-33-3-2; Iowa Code § 806.2; Wis. Stat. § 976.04; § 544.155,
RSMo).
1.5.5 CONSTITUTIONAL REQUIREMENTS
All members shall observe and comply with every person’s clearly established rights under the
federal and Illinois Constitutions.
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1.6.1

PURPOSE

The organizational structure of the Wheaton Police Department is designed to create an efficient
means to accomplish the mission of providing the highest quality of police service to the citizens
of Wheaton.
1.6.2

ORGANIZATIONAL CHART
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1.6.3

DIVISIONS

The Police Department is divided into three divisions: Administration, Operations, and Support.
Each division has clear responsibilities and contributes to the overall mission of the department.
Administration is responsible for the overall operation of the police department and
consists of the Chief of Police and the senior administrative secretary. The division has
primary responsibility over the entire department, creates departmental orders,
establishes goals/objectives, and encourages morale.
Operations is the largest and most visible of the divisions. Uniformed officers, community
service officers, and parking enforcement officers patrol the city and respond to requests
for police services.
Support is comprised of Investigations, Police Services (records), Property and Evidence
Control, Training and Community Relations. Its members are responsible for major crime
investigations, evidence cataloging and retention, maintaining records and responding to
FOIA requests.
1.6.4

COMMAND PROTOCOL

1.6.4.1

Succession of Command

All employees of the Wheaton Police Department work under the authority of the Chief of Police.
The Chief of Police is the administrative head of the Police Department. The Chief reports directly
to the City Manager and is responsible for the overall planning, organizing and directing of the
Police Department. In his/her absence, the Chief of Police will designate a deputy chief to serve
as the acting Chief of Police.
1.6.4.2

Unity of Command

The principles of unity of command ensure efficient supervision and control within the
Department. Generally, each employee shall be accountable to one supervisor at any time for a
given assignment or responsibility. Except where specifically delegated authority may exist by
policy or special assignment (e.g., MERIT, NARCINT, etc.), any supervisor may temporarily direct
any subordinate if an operational necessity exists.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

ORGANIZATIONAL STRUCTURE
AND RESPONSIBILITY 1.6
The authority, unity, and continuity of the Department's chain of command are officially
established by the current organizational chart and post list. All formal communications regarding
police activities will be forwarded through the designated chain of command. No member will
disregard this chain unless authorized by a higher authority. Each member of the Department is
delegated the authority to make decisions and carry out the actions necessary to accomplish the
tasks and execute the responsibilities assigned to the member in association with the member's
job description and position assignment.
1.6.4.3

Orders

Members shall respond to and make a good faith and reasonable effort to comply with the lawful
order of superior officers and other proper authority.
Command and supervisory personnel have the authority and responsibility to lead, direct,
1.6.5
EXCEPTIONAL SITUATIONS AND JOINT OPERATIONS
For anticipated and planned operations or planned responses to emergency operations, where
personnel of different functions are engaged in a single operation; the command protocol will be
predetermined in a written plan or directive.
At the scene of a crime, crash or any other unscheduled or unplanned incident, the highestranking officer will assume command and direction of police personnel, until or unless a higher
authority appoints a specific person to take charge. When two or more officers of equal rank are
present, the officer whose primary assignment is most closely associated with the nature of the
incident will assume primary responsibility, until or unless a higher authority appoints a specific
person to take charge.
1.6.6

OPERATIONAL COVERAGE

The Operations Division provides continuous citywide patrol coverage, 24 hours a day, 365 days
a year. Patrol coverage is achieved by two teams per day, operating on 12-hour shifts.
Assignment to operational teams is accomplished by officers bidding for their shift and team
selections at a time designated by the Operations Lieutenants, in accordance with the
procedure in the collective bargaining agreement. Once selected and assigned to a specific shift
and team, officers do not participate in an anticipated rotation.
The department currently services the City of Wheaton by categorizing the geography into
seven patrol beats. Assignments shall be at the discretion of the shift supervisor, who will also
determine the frequency of shift rotation, if any. Although identified by the specific beat
assignment, nothing in this order prohibits beat officers from responding to calls for service
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outside of their assigned beat. Rather, officers shall balance beat integrity with the needs and
demands of the agency, as well as of the city, to provide the highest quality of police service. A
beat map is included as Annex A of this department order.
Unless an urgent call for service prompts the immediate response of officers, the shift
supervisors will conduct a shift briefing with the officers coming on duty. This opportunity
provides officers staffing the oncoming shift with information regarding activities of prior shifts,
squad car and beat assignments, ongoing investigations, and any other information pertinent to
patrol operations or otherwise impacting the department. Any officers not available to attend
the briefing will be notified of their assignment and shift information by the supervisor.
1.6.7

SUPPORT COVERAGE

The Investigations component of the Support Division provides 24-hour service capabilities.
Detectives are assigned to work shifts throughout the week as determined by the Investigations
Lieutenant and Sergeant. During periods of time where an on-duty detective is not on duty, a
detective shall be on-call as established on a pre-determined schedule. The on-call detective
shall be available to respond to any call for service requiring investigative actions, as
determined by the Investigations Lieutenant and/or Sergeant. The Investigations Division is
under the command of the Investigations Lieutenant.
1.6.8

AUTHORITY TO FULFILL RESPONSIBILITIES

At every level within the agency, personnel have been entrusted and given the authority to
make decisions necessary to fulfill the obligations associated with their duties and
responsibilities. All personnel are expected to make decisions that are within the guidelines of
department orders, operating procedure, in accordance with federal and state law and local
ordinance and that employ sound judgement. The activities of employees to accomplish the
duties and responsibilities should always support the mission of the Wheaton Police
Department. Department goals and objectives are identified annually and listed int the Annual
Report and the City Budget. Individual goals and shift expectations are a component of
performance appraisal and expected to align with the overall goals and objectives of the
department. The job descriptions associated with each position are maintained by Human
Resources.
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1.7.1

PURPOSE

The Wheaton Police Department is required by the Vienna Convention on Consular Relations,
other international treaties, and the United States Constitution Article VI to notify all foreign
nationals of their right to have consular officials assist them.
1.7.2

DEFINITIONS

A foreign national is any person who is not a United States citizen. This includes individuals
possessing a Resident Alien Registration Card (green card) and illegal immigrants. The Consular
notification and access policy is adopted to ensure the Wheaton Police Department fulfills the
requirement of the Vienna Convention on Consular Relations which states that all foreign
nationals must be notified of their right to have consular officials assist them.
1.7.3

REQUIREMENTS
a. The arresting officer is responsible to advise a foreign national, who is arrested or
detained, of his/her right of consular notification and access. While there is no
explicit exception for short detentions, the Department of State does not consider it
necessary to follow consular notification procedures when an alien is detained only
momentarily, i.e.-during a traffic stop. On the other hand, requiring a foreign
national to accompany a law enforcement officer to a place of detention may trigger
the consular notification requirements, particularly if the detention lasts for a
number of hours or overnight. The DuPage County State’s Attorney’s Office should
be contacted for all felonies prior to consulate notification.
b. The notification should occur “without delay” after the foreign national has
requested that it be made. The Department of State considers “without delay” to
mean that “there should be no deliberate delay, and that notification should occur
as soon as reasonably possible under the circumstances.” The Department of State
normally expects notification to consular officials to occur within 24 hours.
c. In most cases, the foreign national has the option to decide whether to have
his/her consular representatives notified of the arrest or detention; this is called
optional notification. In some cases, the foreign national’s consular officials must be
notified of the arrest or detention, regardless of the foreign nationals wishes. This is
called mandatory notification and it applies when the foreign national is a citizen of
one of the mandatory notification countries.
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d. When a guardianship or trusteeship is being considered with respect to a foreign
national who is a minor or incompetent, consular officials must be notified. To
obtain the latest information on how to contact foreign embassies and consulates in
the United States, as well as the current list of mandatory notification countries and
jurisdictions, use the web link: http://travel.state.gov/law/notify.html.
1.7.3 CONSULAR ASSISTANCE
Foreign consular officers must be given access to their nationals and permitted to communicate
with them. Such officials may do a variety of things to assist the detainee.
a. The Consular official may speak with the detained foreign national over the phone
and arrange one or more consular visits to meet with the detainee about his or her
situation and needs.
b. A consular official may assist in arranging legal representation, monitor progress
of the case and seek to ensure that the foreign national receives a fair trial (by
working with the detainee’s lawyer.) Under no circumstances may consular
officials act as attorneys for their nationals.
c. A consular officer may contact the detainee’s family, particularly if they are in the
country of origin, to advise them of the detainee’s situation. The Department of
State urges law enforcement authorities to grant foreign consular officials’ liberal
access to detainees, providing the consular officer every courtesy and facility
consistent with local laws.
1.7.4

PROCEDURE

When encountering any individual believed to be a foreign national, the following
procedure will be observed.
a. Determine the foreign national’s country. In absence of other information, assume
this is the country on whose passport or other travel document the foreign national
travels.
b. If the foreign national’s country is not on the mandatory notification list:
1. Offer, without delay, to notify the foreign national’s consular officials of the
arrest/detention. Sample statements and translations are in Part Four of the
Consular Notification and Access publication, which is located in the booking
room.
2. If the foreign national asks that consular notification be given, notify the nearest
consular officials of the foreign national’s country without delay. Telephone and
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fax numbers for foreign embassies and consulates are in Part Six of the Consular
Notification and Access publication.
c. If the foreign national’s country is on the list of mandatory notification countries:
1. Notify that country’s nearest consular officials, without delay, of the
arrest/detention. Tell the foreign national that you are making this notification.
Sample statements and translations are in Part Four of the Consular Notification
and Access publication.
d. Keep a written record of the provision of notification and actions taken.
1. The Booking Procedure Information Sheet has a yes/no question asking,
“Are you a United States citizen? If not a United States citizen, what country
are you a citizen of?” It also contains a yes/no, “If not a citizen, was the
arrestee/detainee informed of his or her right to contact the appropriate
foreign consular office?”
2. Any action taken (optional notification or mandatory notification) will
be documented on the Booking Procedure Information Sheet. The date
and time of the telephone call and the name of the consular officer
contacted will be documented. In some cases, it may be necessary to
leave a message on an answering machine at the consulate or to send a
fax in the event the consulate is closed. (If a message is left on an
answering machine, the Department of State encourages a follow-up call
during normal business hours to ensure that it was received.) In addition,
in cases of emergencies (such as deaths or serious accidents), efforts
should be made to contact consular officials outside of normal hours. If
notification is made by fax (see attachment A), it will be attached to the
report.
1.7.5 DEATH OR SERIOUS INJURY OF A FOREIGN NATIONAL
If a death or life-threatening injury of a foreign national occurs while in the custody
of the Wheaton Police Department, then the following guidelines will take
place.
a. Notification of the death or life-threatening injury must be made immediately to the
nearest consulate of the national’s country. The notification will be documented in
the case report.
b. Notification may be made by telephone or fax. (See attachment B for fax sheet)
These are mutual obligations that also pertain to American citizens abroad. In general, officers
should treat a foreign national, as they would want an American citizen to be treated in a
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similar situation in a foreign country. This means prompt, courteous notification to the foreign
national’s nearest consular officials so that they can provide whatever services they deem
appropriate.
ATTACHMENT A
Fax Sheet for Notifying Consular Officers of Arrests or Detentions
Date: _______________________ Time: ________________
To: Embassy/Consulate of ___________ in _____________, __________(Country) (City) (State)
Fax: (___) ______________(see http://www.travel.state.gov/law/consular/consular_745.html
for phone/fax numbers)
Subject: NOTIFICATION OF ARREST/DETENTION OF A NATIONAL OF YOUR COUNTRY
From:
Name: __________________________________________________________________
Office: _________________________________________________________________
Street Address: ___________________________________________________________
City: ___________________________ State: ________________ ZIP: ____________
Telephone: (___) _______________________ Fax: (___) _______________________
We arrested/detained the following foreign national, whom we understand to be a national
of your country, on _____________, ______________.
Mr./Mrs./Ms: ____________________________________________________________
Date of Birth: ____________________________________________________________
Place of Birth: ___________________________________________________________
Passport Number: _________________________________________________________
Date of Passport Issuance: __________________________________________________
Place of Passport Issuance: _________________________________________________
To arrange for consular access, please call (____)________________________ between the
hours of ___________ and __________. Please refer to case number _________________
when you call.
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ATTACHMENT B
Suggested Fax Sheet for Notifying Consular Officers of Death/Serious Injuries
Date: _______________________ Time: ________________
To: Embassy/Consulate of __________in ___________, ________ (Country) (City) (State)
Fax: (___) ______________ (see http://www.travel.state.gov/law/consular/consular_745.html
for phone/fax nos.)
Subject: NOTIFICATION OF DEATH/SERIOUS INJURY OF A NATIONAL OF YOUR COUNTRY
From:
Name: __________________________________________________________________
Office: _________________________________________________________________
Street Address: ___________________________________________________________
City: ___________________________ State: ________________ ZIP: ____________
Telephone: (___) _______________________ Fax: (___) _______________________
The following foreign national, whom we understand to be a national of your country,
died/was seriously injured on _____________, ______________.
Mr./Mrs./Ms: ____________________________________________________________
Date of Birth: ____________________________________________________________
Place of Birth: ___________________________________________________________
Passport Number: _________________________________________________________
Date of Passport Issuance: __________________________________________________
Place of Passport Issuance: _________________________________________________
For additional information, please call (____)________________________ between the hours
of ___________ and __________. Please refer to case number _____________________when
you call.
Comments (optional):
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1.8.1

PURPOSE

In order to assure compliance with constitutional requirements during criminal investigations, it
will be the policy of the Wheaton Police Department for all officers to advise suspects of their
constitutional rights pursuant to Miranda during custodial interviews or interrogations.
In the event of an arrest, state laws governing the time elements of when an arrested individual
must appear before a magistrate will be adhered to. In order to assure compliance with
constitutional requirements regarding rights to counsel, it will be the policy of the department
to earnestly protect a suspect’s right to counsel.
In an effort to control prejudicial pretrial publicity, the Wheaton Police Department will follow
the mandated guidelines of the Illinois Supreme Court set forth in Rules 3.6 & 3.8 and seek the
cooperation and advice of the State’s Attorney’s Office before issuing news releases in major
investigations.
1.8.2

POLICY

The Wheaton Police Department respects the right of the public to be free from unreasonable
searches or seizures. Due to an unlimited variety of situations confronting the officer, the
decision to temporarily detain a person and complete a field interview, pat-down search or
field photograph shall be left to the officer based on the totality of the circumstances, officer
safety considerations and constitutional safeguards.
1.8.3

FIELD INTERVIEWS

Based on observance of suspicious circumstances or upon information from an investigation, an
officer may initiate the stop of a person, and conduct a field interview, when there is
articulable, reasonable suspicion to do so. A person, however, shall not be detained longer than
is reasonably necessary to resolve the officer’s suspicion.
Nothing in this order is intended to discourage consensual contacts. Frequent casual contact
with consenting individuals is encouraged by the Wheaton Police Department to strengthen
community involvement, community awareness and problem identification.
1.8.3.1

INITIATING A FIELD INTERVIEW

In order to clearly indicate what constitutes a valid field interview, to guard against its misuse
and to minimize potentially adverse citizen reaction, the following are factors, which should be
taken into account when establishing reasonable cause for temporary detention for a field
interview contact:
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a. Reasonable suspicion by the officer that some activity out of the ordinary is
occurring, or has taken place;
b. Some indication should exist to connect the person under suspicion with the
unusual activity;
c. There should be some suggestion that the activity may be related to a crime.
Other factors to consider may be, but not limited to, actions suggesting he/she is
engaged in a criminal activity, location in proximate time and place to an alleged
crime, or physical description or clothing worn that matches a suspect in a recent
crime.
1.8.3.2

PAT-DOWN SEARCHES

Once a valid stop has been made, an officer may pat a suspect's outer clothing if the officer has
a reasonable, articulable suspicion that the suspect is armed and dangerous. The purpose of
this limited search is not to discover evidence of a crime, but to allow the officer to pursue the
investigation without fear of violence. Whenever practicable, a pat-down search should not be
conducted by a lone officer. A cover officer should be positioned to ensure safety and should
not be involved in the search. If the officer discovers a weapon, he/she may take it until the
completion of the questioning at which time he/she shall either return the weapon, if lawfully
possessed, or arrest the person so questioned. Pat-down searches are supported by Terry v.
Ohio, which states:
1. Terry v. Ohio, 392 US 1, 1968, was a decision by the United States Supreme Court
which held that the Fourth Amendment prohibition on unreasonable searches and
seizures was not violated when a police officer stopped a suspect on the street and
searched him without probable cause to arrest. The Court held that police may
briefly detain a person if they have a reasonable suspicion that the person has
committed, is committing, or is about to commit a crime. Because of the important
interest in protecting the safety of police officers, police may perform a quick
surface search of the person's outer clothing for weapons if they have reasonable
suspicion that the person stopped is armed. This reasonable suspicion must be
based on “specific and articulable facts” and not merely upon an officer's hunch.
1.8.3.3

STOP RECEIPTS

Whenever an officer stops a person in a public place and pat-down searches the person or the
person’s property, the officer should issue a stop receipt providing the reason for the stop and
containing the member’s name and badge number (725 ILCS 5/107-14).
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1.8.4

ELECTRONICALLY RECORDED INTERVIEWS OR INTERROGATION

It is the policy of this department to electronically record interviews or interrogations of
potential suspects, when feasible. The objective is to provide an evidentiary record of
statements made by the potential suspect. This includes certain crimes that require mandatory
electronic recording under 725 ILCS 5/103.2.1. In addition, any interview or interrogation of a
potential suspect that occurs within the Wheaton Police Department facility, shall be audio
and/or video recorded.
1.8.5 ACCESS TO ATTORNEY OR VISITORS
Attorneys will be permitted to see their clients as many times and for such periods of time as
are reasonable. For additional guidance, see the department order entitled, “Prisoner Rights.”
1.8.6 USE OF TELEPHONE
Pursuant to 725 ILCS 5/103-3, Persons who are arrested shall have the right to communicate
with an attorney of their choice and a member of their family by making a reasonable number
of telephone calls or in any other reasonable manner. Such communication shall be permitted
within a reasonable time after arrival at the first place of custody.
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1.9.1

POLICY

It is the policy of the Wheaton Police Department to accomplish searches of people, places and
things in a manner that provides protection of constitutional rights, minimizes intrusion,
preserves evidence or the fruits of a crime, and provides for the safety of all parties. When
practicable, a search warrant should be obtained as it provides the detached scrutiny of a neutral
magistrate.
The purpose of this policy is to provide general guidelines and procedures to follow in conducting
any of a variety of searches that, by meeting criteria established by statutory exceptions or case
law, can be accomplished without a warrant.
Examples of law enforcement activities that are exceptions to the general warrant requirement
include, but are not limited to, searches pursuant to the following:
a.
b.
c.
d.
e.

Valid consent
Incident to a lawful arrest
Legitimate community caretaking interests
Vehicle searches under certain circumstances
Exigent circumstances

Certain other activities are recognized by federal and state courts and by certain statutes as
legitimate law enforcement activities that also do not require a warrant. Such activities may
include seizure and examination of abandoned property, and observations of activities and
property located on open public areas. Because case law regarding search and seizure is
constantly changing and subject to interpretation by the courts, each member of this
department is expected to act in each situation according to current training and his/her
familiarity with the subject’s clearly established rights as determined by case law.
Whenever practicable, officers are encouraged to contact a supervisor to resolve questions
regarding search and seizure issues prior to electing a course of action.
1.9.2

SEARCH BY CONSENT

Search by consent is a search performed by a police officer after the subject of the search, or the
person having the authority over the location/area, provides a consent to search that is freely
given, without coercion. Officers have the burden of proving that the consent obtained was
voluntary and that the burden is by a preponderance of the evidence. As such, the process of
obtaining consent to search should include documenting the consent on a Permission to Search
Form or memorializing the consent on an audio and/or video recording device. Police are limited
by the consent sought and given limitations placed on the consent for whatever areas searched.
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If the consenter withdraws consent, the search must cease. The scope of a search may be
expanded by seeking consent. Officers may search only wherever the consenter has the
authority to consent to the search.
1.9.3

SEARCH INCIDENT TO DETENTION

As ruled in TERRY v. OHIO, officers may search incident to a detention for weapons which they
reasonably fear exist on or around the detainee. These searches can only occur after a lawful
seizure. A search incident to detention (after a stop based on reasonable suspicion) is based
solely on fear that the detainee has a weapon which he/she can access. The three focal points
of the search doctrine include the stop being lawful, the search being justified (based on
reasonable suspicion to believe the suspect is armed and dangerous) and maintaining the scope
of the search theory.
The authority to search for and seize weapons is for the limited purpose of allowing an officer to
protect himself/herself and others. Although during the course of a TERRY search, evidence may
on occasion be discovered and become the basis for an arrest.
The “plain feel” doctrine is described in Minnesota v. Dickerson. This doctrine allows an officer
to seize evidence other than a weapon if, in conducting a TERRY search, the contraband nature
of the evidence is “immediately apparent” to the officer based on his/her feel of the object
through the person’s clothing or belongings during the TERRY search.
1.9.4

AUTOMOBILE EXCEPTION

The United States Supreme Court has held that there is no necessity that an exigency exists to
search a vehicle under the automobile exception. There are two reasons given for allowing the
search of a vehicle with probable cause, but no warrant.
1. Vehicles do not share the same expectations of privacy as a home or other personal
item.
2. The obvious mobility of an automobile would make it impractical to require that the
police first obtain a warrant.
a. Officers do not have to actually prove that a vehicle might or would be gone if
they obtained a warrant before making the search.
b. The existence of probable cause alone justifies the exception.
The vehicle exception allows an officer to search the entire vehicle as long as he has probable
cause to believe evidence may be located where he/she is looking. This type of search should
not be confused with a search incident to arrest where immediate control becomes an issue.
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1.9.5

CRIME SCENE SEARCHES

Crime scene searches may fall into several areas of warrantless searches, to include;
a. Consent
b. Plain View
c. Search Incident to Arrest
d. Exigent Circumstances
An area that is a crime scene is not necessarily searchable just for being the location of a crime.
Officers should consider seeking the advice of the State’s Attorney’s Office for crime scene
searches, particularly for residences where the suspect or offender has an expectation of
privacy.
1.9.6

EXIGENT/EMERGENCY CIRCUMSTANCES

An exigency is a situation which calls for immediate response. Exigencies relate to intrusions for
crime-related evidence and must be based on probable cause. An emergency is usually
considered by the courts to be one type of an exigency which involves a search based on helping
someone who may be injured or ill. Emergency searches do not require probable cause.
There are several factors to be considered in determining exigency:
a.
b.
c.
d.
e.

How hot was the pursuit?
How serious was the crime?
Was there any delay by the police? Could a warrant be obtained?
Was the defendant armed?
Is probable cause certain (both did the suspect commit the crime and is the
suspect located)?
f. Is there a possibility that the suspect will escape if the police delay?
g. Was the entry peaceable?
h. What as the time of day/night?
i. If the entry is to search for evidence, how certain is it that the evidence will be
destroyed if the officers obtain a warrant?

1.9.7

INVENTORY SEARCHES

Three requirements must be satisfied for a valid inventory of a vehicle:
a. The original impoundment of the vehicle must be lawful (see department order
entitled, “Vehicle Towing”).
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b. These inventory procedures are for the purpose of protecting the vehicle owner's
property and protecting the tow company and Department against fraudulent
claims of lost, stolen, or damaged property.
a. The inventory must be conducted in good faith pursuant to reasonable
standardized police procedures and not as a pretext for an evidence search.
Any inventory of a vehicle shall be conducted when an officer is required to tow a vehicle after
making a custodial arrest, recovers a stolen motor vehicle, or tows/impounds an abandoned
vehicle.
The officer shall inventory all personal property of value left in the vehicle, and document preexisting damage. Items removed from the vehicle will be either entered into evidence or
documented in the property inventory section of the booking sheet.
An inventory of a vehicle shall include the passenger compartment, trunk, all containers within
the passenger compartment or trunk, to include closed or open glove compartments, consoles,
or other receptacles located anywhere within the passenger compartment or trunk, including
but not limited to luggage, boxes, bags and clothing or other areas of the vehicle where
valuables may be hidden. Closed containers located either within the vehicle or any of the
vehicle’s compartments will be opened for inventory purposes if the container can be opened
without damaging it.
An inventory should never be conducted when circumstances would dictate that a warrant be
obtained.
1.9.8

SEARCHES INCIDENT TO ARREST

A search incident to arrest is a search within the immediate area of the arrestee at the time of
the arrest, including the person of the arrestee, to seize any weapons or evidence which the
arrestee might destroy. The search incident to arrest must be conducted contemporaneously, or
at about the same time and place as the arrest. The search is confined to the areas within the
immediate control of the arrestee at the time of the arrest. The case of Arizona v. Gant defines
when an officer is allowed to search a vehicle incident to arrest. Search of a vehicle incident to
arrest is valid only if;
1. It is reasonable to believe the arrestee could lunge to seize the evidence or obtain a
weapon within the vehicle at the time of the search or;
2. It is reasonable to believe the vehicle contains evidence of the offense of arrest.
Searches conducted pursuant to an arrest are one of the most widely used exceptions to the
warrant requirement. The Illinois Compiled Statutes (725 ILCS 5/108-1; Search without Warrant)
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provides for this type of search upon making a valid arrest. Application of this section is typically
applied to situations involving custodial arrests (i.e., not the issuance of a routine traffic citation).
Officers may reasonably search the person arrested and the area within such person’s immediate
control. If it is reasonable to believe the arrestee might have access to the vehicle at the time of
the search, officers may search the subject’s vehicle for the purpose of protecting the officer
from potential danger; discovering the fruits of the crime; discovering any instruments, articles,
or things which may have been used in the commission of, or which may constitute evidence of
the offense of the arrest.
1.9.9

PLAIN VIEW SEARCHES

The plain view search theory has two prongs:
1. The officer must be lawfully present in the place where he/she sees, feels, or smells
evidence.
2. The officer must have probable cause to believe evidence is crime-related before
seizing it.
1.9.10 OPEN FIELD SEARCHES
Open fields are areas around a premise that are not protected by the Fourth Amendment
because the suspect has no reasonable expectation for privacy in open fields. Areas surrounding
some buildings and homes should not be considered “open fields”. Instead, courts have tended
to view these areas as “curtilage”, or the equivalent of a yard. Areas generally outside the
curtilage are viewed as open fields.
1.9.11 CANINE SEARCHES
While the Wheaton Police Department does not have a canine, officers may call a dog from
another jurisdiction out to the scene of a traffic stop if the dog can be brought out within the
time it takes to conduct traffic matters without reasonable suspicion. Generally, this time period
is approximately 10 to 15 minutes. However, if there is reasonable suspicion to believe there are
drugs in the car, officers are allowed a reasonable time to get the dog out to the scene. This time
period may be approximately 30 minutes after the reasonable suspicion has been developed. In
order to provide probable cause to search or arrest, the Wheaton Police Department will only
utilize reliable canines certified as a narcotic detecting dog.
An officer may not unlawfully enter an area in order to conduct a drug search. Warrantless
searches may be conducted if there is probable cause to believe that contraband or evidence of
a crime will be found in a particular place. The classic alert behavior of a canine is typically
sufficient to establish probable cause for a warrantless search, however consultation with the
canine handler should be conducted prior to taking action.
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1.10.1

PURPOSE

The purpose of this directive is to reaffirm the Wheaton Police Department’s commitment to
procedural justice and unbiased policing in all its encounters between police officers and
citizens, and to reinforce procedures that serve to maintain public confidence and trust through
the provisions of services that are fair and equitable.
1.10.2

DEFINITIONS

Procedural Justice - fairness in the processes that resolve disputes and allocate resources.
When embraced, it promotes positive organizational change and bolsters better relationships.
Procedural justice speaks to four principles, often referred to as the four pillars:
1.
2.
3.
4.

Fairness in the processes
Transparency in actions
Opportunities for voice
Impartiality in decision making

Biased Policing - the differential treatment of individuals in the context of rendering police
service based solely on a suspect classification, such as race, ethnic background, gender, gender
identity, sexual orientation, religion, economic status, age, or cultural background. Biased
policing may also be defined as a police action based on an assumption or belief that any of the
aforementioned classifications tend to participate or engage in criminal behavior.
1.10.3

POLICY

It is the policy of the Wheaton Police Department that all searches and seizures will be based
on the standard of reasonable suspicion or probable cause as required by the Fourth
Amendment of the U.S. Constitution and Statutory Authority. Officers may consider the
reported race, ethnicity or national origin of a specific suspect or suspects in the same way they
would use specific information regarding height, weight, hair color etc. about specific suspects.
Police service will be provided to all persons without regard to race, ethnic background, gender,
gender identity, sexual orientation, religion, economic status, age, or cultural group. As such,
biased policing is strictly prohibited. Officers must be able to articulate specific facts,
circumstances and conclusions that support probable cause or reasonable suspicion for any
search or seizure, including but not limited to traffic stops, field contacts, property forfeiture,
and arrests.
Any member of the Wheaton Police Department who observes or is aware of a violation of this
department order will immediately report it to a supervisor. Supervisors will monitor the
activities of personnel under their command to ensure that biased policing is not practiced.
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1.10.4

COMPLAINT PROCESS

Personnel will not discourage citizens from filing misconduct complaints and avoid any actions
that could be interpreted to constitute intimidation, coercion, or threatened or actual
retaliation against citizens to discourage or prevent them from filing complaints.
All complaints of bias-based policing will be fully investigated pursuant to this department’s
standard operating procedures governing citizen complaints and internal investigations.
1.10.5

TRAINING

The department will provide training to agency enforcement personnel in procedural justice
and biased policing issues as mandated by the state. New sworn personnel will review this
department order as part of their Field Training Program.
1.10.6

CORRECTIVE ACTION

The department will promptly address any bona fide occurrences of bias-based policing.
Methods to address these situations may include, but not limited to:
1. Policy Modification
2. Training
3. Disciplinary Action
1.10.7

TRAFFIC STOP DATA COLLECTION LAW

Whenever an officer issues a uniform traffic citation or warning citation for an alleged violation
of the Illinois Vehicle Code, he or she will record the mandatory information for data collection.
Verbal warnings shall not be utilized for Illinois Vehicle Code violations.
Whenever an officer subjects a pedestrian to detention in a public place, he or she shall
complete a uniform pedestrian stop card that records the mandatory information and shall
issue a stop card receipt to the subject.
Once completed, traffic citations, warning citations, and pedestrian stop cards will be
forwarded to the Records Division. From there, the data will be transmitted to the Illinois
Department of Transportation.
1.10.7.1

Exemption from Public Inspection of and Copying of Study Information

Any law enforcement officer identification information and driver or pedestrian identification
information that is compiled by any law enforcement agency or the Illinois Department of
Transportation pursuant to the Illinois Vehicle Code for the purposes of fulfilling the
requirements of Section 11-212 will be confidential and exempt from public inspection and
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copying, such as provided under section 7 of the Freedom of Information Act, and the
information will not be transmitted to anyone except as needed to comply with Section 11-212.
This exception will not exempt those materials that, prior to January 1, 2004, were available
under the Freedom of Information Act.
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1.11.1

PURPOSE

It is unrealistic to expect Officers to enforce all laws and ordinances regardless of the
circumstances encountered. Instead, Officers must make discretionary choices in arrests and
alternatives to arrests to effectively realize an equitable solution to the situation encountered.
Sworn personnel of this Department shall always act in accordance with the law and
Department rules and regulations. When discretion is employed, it must be reasonable,
defensible, and fair. If the situation is beyond the officer’s scope, the supervisor will be
consulted on the discretionary action to be considered.
1.11.2

POLICY

In the course of performing their duties, officers often encounter people in need of help more
appropriately provided by another criminal justice agency, public social service agency, or
private social service agency. These calls for service frequently involve the elderly, juveniles,
mental health, substance abuse, persons with a disability, and transients in need of help from
resources outside of the law enforcement realm.
It shall be policy of the Wheaton Police Department to utilize referrals for adults and juveniles
to other criminal justice agencies, public social service agencies, or private social service
agencies when appropriate. The purpose of this referral policy is to divert certain issues from
the formal criminal justice system to potentially solve individual and community problems by
means of other resources. This includes recommendations to the DuPage County State’s
Attorney’s Office for those cases qualifying for Drug Court and Mental Illness Court Alternative
Program (MICAP).
1.11.3

ADULT REFERRALS

Based upon the facts presented, the initial investigating officer shall make a determination
whether or not the party or parties involved in the case need a type of help best provided by
another criminal justice agency or a social service agency. Dependent upon the circumstances
of the case, capabilities of the involved parties, and available resources, the initial investigating
officer may take one of the following actions:
1. Provide basic information and telephone numbers of the criminal justice or social
service agency that may provide assistance.
2. Intervene on behalf of the party or parties by contacting the assisting agency and
making the necessary arrangements.
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3. Transport the party or parties to the offices or facilities of the assisting agency. The
shift supervisor must review the facts of the case and provide prior approval
whenever an officer plans to assist by contacting the social service agency or
transporting the parties to the agency. The initial investigating officer will document
this referral by completing a case report.
4. Issue a non-criminal municipal ordinance citation or a verbal warning.
1.11.4

JUVENILE REFERRALS

Cases involving juveniles shall be handled in conformance with state statutes and department
policies and procedures. Alternatives to arrest should be reviewed with a Juvenile Officer or
supervisor to identify possible referrals.
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ACKNOWLEDGEMENT PAGE 1.12
The Department Orders are a statement of the current directives and general practices of the
Wheaton Police Department. Except where otherwise expressly stated, all employees are to
conform to the provisions of these department orders. It is recognized, however, that police
work is not always predictable, and circumstances may arise which warrant departure from
these guidelines. Employees should review decisions to depart from these guidelines with a
supervisor. It is the intent of these orders to be viewed from an objective standard, taking into
consideration the sound discretion entrusted to members of the Department under the
circumstances reasonably available at the time of any incident.
Upon issuance of updated Department Orders, all prior and existing Department Orders are
revoked. A computerized version of the Department Orders is available on the Department
network for access by all employees. Any department directives or special orders issued by the
Chief of Police shall serve as the primary guideline, until such department orders have been
updated or the directive is rescinded.
This acknowledgement page serves as a statement of receipt of the Department Orders for the
Wheaton Police Department and confirms:
•
•
•
•

The employee of the City of Wheaton has been provided electronic access, or received a
copy, of the Department Orders; and
Is responsible for reading and becoming familiar with the Department Orders; and
Will obtain any necessary clarification of the Department Orders from their direct
supervisor; and
Will keep abreast of all revisions to the Department Orders.

_______________________________
Print Name

________________
Date

_______________________________
Signature

________________
Badge No.

MUTUAL AID AND
OUTSIDE AGENCY ASSISTANCE 2.1
2.1.1

PURPOSE

The purpose of this order is to provide procedural guidance for requesting and providing mutual
aid assistance.
2.1.2

POLICY

It is the policy of the Wheaton Police Department to promptly respond to requests for assistance
by other law enforcement agencies, subject to available resources and consistent with the
applicable laws, directives, and orders of this department.
2.1.3

BACKGROUND

The Illinois Law Enforcement Alarm System (ILEAS) was formed in 2002 in response to the
September 11th attacks as a joint venture of the Illinois Association of Chiefs of Police, the Illinois
Sheriffs’ Association, and the Illinois Emergency Management Agency. ILEAS was created to meet
the needs of local law enforcement throughout the State of Illinois in matters of mutual aid,
emergency response and the combination of resources for public safety and terrorism prevention
and response. ILEAS is a consortium of over 900 local governments established pursuant to the
Constitution of the State of Illinois (Ill. Const. Art. VII, sec. 10), the Illinois Intergovernmental
Cooperation Act (5 ILCS 220/1 et seq.), the Local Governmental and Governmental Employees
Tort Immunity Act (745 ILCS 10/7-101 et seq.) and the Illinois Municipal Code (65 ILCS 5/11-12.1).
The Mobile Field Force (MFF) is a platoon of police officers of various ranks with a leader. Tactics
used are based on small squad tactics developed by the Office of Domestic Preparedness as well
as the more traditional Mobile Field Force tactics. A team generally consists of four squads and
may be supplemented by specialized units from ILEAS member agencies.
Weapons of Mass Destruction Special Response Teams (SRT) is a highly trained, equipped, and
skilled tactical team that serves as a resource for ILEAS member agencies in handling weapons of
mass destruction incidents. In addition to standard SWAT equipment each team also has
hazardous materials protective gear and detection equipment, armored vehicle, and selfcontained breathing apparatus.
The Metropolitan Emergency Response Investigation Team (MERIT) was created to provide a
single highly skilled, effective, efficient, and collaborative county-wide law enforcement
taskforce for the expressed mutual benefit of every community within DuPage County. MERIT
exists as a separate entity and resource to ILEAS with the expressed operation for law
enforcement needs on a local/county scale.
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2.1.4

PROCEDURES

2.1.4.1

Procedure for Responding to a Mutual Aid Request

Generally, requests for any type of assistance from another agency should be sent to the on-duty
supervisor for approval. When another law enforcement agency requests assistance from this
department, the on-duty supervisor may authorize, if available, an appropriate number of
personnel to assist. Members are reminded that their actions when rendering assistance must
conform with applicable laws and be consistent with the orders of this department.
Officers may respond to a request for emergency assistance, however, they shall notify a
supervisor of their activity as soon as practicable in a manner consistent with general
notifications.
Arrestees may be temporarily detained by this department until arrangements for transportation
are made by the outside agency. Probation violators who are temporarily detained by this
department will not ordinarily be booked at this department. Only in exceptional circumstances,
and subject to supervisor approval, will this department provide transportation of arrestees to
other facilities on behalf of another agency.
Any Police Officer or Police Service Representative receiving a request for mutual aid, shall obtain
the following information:
a. The name of the agency requesting the mutual aid;
b. Gather all pertinent information such as the nature of the emergency, location,
requested equipment, and staging area.
c. The on-duty supervisor shall be notified immediately when a mutual aid request is
received.
The on-duty supervisor, upon receipt of a mutual aid request, shall;
a. Determine whether the Police Department has the available personnel and
equipment necessary to respond to the request
b. If the necessary personnel and equipment are available, the on-duty supervisor is
authorized to release the officer(s) and equipment to the requesting agency.
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c. Upon releasing personnel and equipment, immediate notification shall be made to
the Lieutenant, the Deputy Chief, and the Chief of Police.
Once assigned to a mutual aid call, the responding officers will assume the following duties and
responsibilities:
a. Officers shall drive to the scene of the emergency in a reasonable and prudent
manner.
b. Officers responding to another community on a mutual aid request shall immediately
report to the designated officer-in-charge of the staging area and shall place
themselves under their direct command. The line of command designated by the
department in need shall be followed under all circumstances without regard to the
individual rank of the responding officers.
c. At the scene of the incident, it is expected that all arrests, if possible, will be affected
by the officers of the community having jurisdiction, and that mutual aid officers will
be used essentially for the maintenance of order and the transportation and control
of prisoners.
d. Officers are to remain at the scene of the emergency until they are properly relieved.
It is expected that the responding officers will be relieved as soon as the requesting
community is able to handle the situation with its own personnel and equipment.
e. Officers will adhere to Wheaton Police Department Orders and Principles. Officers
shall work under the direction of the requesting agency but shall only respond to
lawful orders.
f. Incidents of outside assistance or law enforcement activities shall be documented in
a police report or as directed by a supervisor. Entitled, “Assist Other Agency / (Name
of Agency) / Officer,” these reports should include the requesting agency, reason for
the assistance, complete description of action taken (detainment, search, arrets, etc.),
and identifiers of suspect(s)/arrestee(s). A copy of all assists to other agency reports
will be forwarded to the Chief of Police and Deputy Chiefs of Police.
Any department employees assigned to a taskforce shall contact their immediate supervisor and
request approval to respond to an activation before committing or responding to said request.
Reports memorializing officer’s actions shall be completed in accordance with the task force
standard operating procedure or as directed by a supervisor.
EFFECTIVE DATE: 05/01/2021
REVISED DATE:

MUTUAL AID AND
OUTSIDE AGENCY ASSISTANCE 2.1
2.1.5 Procedures for Requesting Mutual Aid
Authority to make request:
a. The Shift Sergeant, or OIC, has the authority to request any Mutual Aid assistance
deemed appropriate.
b. Requests for assistance will be done in plain language. Ask for the number of officers
and / or supervisors needed as well as any other resources. (See attached resource
list)
c. When a request for mutual aid is initiated, notification shall be made to a Patrol
Lieutenant, the Deputy Chief of Operations, and the Chief of Police without delay.
Method of request:
a. Most requests for Mutual Aid will be made through DuComm.
b. Upon the request for mutual aid, DuComm will request all pertinent information of
the request/staging area and begin the mutual aid request process by notifying the
designated ILEAS mutual aid dispatch center (Currently: Northwest Central Dispatch).
If it is necessary for Wheaton Police Personnel to make the ILEAS request instead of DuComm,
the following information will be utilized.
a. The Primary Mutual Aid Number is 1-847-590-3500
b. The Secondary Mutual Aid Number is 1-309-494-8000
c. Have the following information prepared when calling to request assistance:
1. Name of agency requesting the call-out
2. Name of person authorizing the request
3. Nature of the Incident
4. Location of the incident - to include Zip Code and County
5. What additional resources are you requesting?
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6. What Departments are already on the scene?
7. Requesting Officer/Agency Call-back number
8. Responders Point of Contact and method (Name and contact number or radio
channel)
9. Staging area and routing information
10. Radio contact frequency for staging command if known (ISPERN, IREACH,
StarCom, etc.)
d. Other special details or instructions for responding personnel
1. A request for an officer = One uniformed officer and squad car.
2. A request for a supervisor = One uniformed officer above the rank of Patrolman
with a squad car.
3. If requesting a Special Team Response: (MFF, WMD/SRT, EOD), identify the type
of team you are requesting and why?
4. Northwest Central Dispatch will contact the appropriate team commander who
will then contact you.
5. When the team commander contacts you, they will gather specific details about
your situation and determine if your request is appropriate for an ILEAS Special
Team callout. Team commanders must take several things into consideration to
determine if your request meets ILEAS Standard Operating Guidelines. There may
be times when the team commander determines that activation of an ILEAS
Special Team is not appropriate for the circumstances at hand. If that is the case,
they will advise and work with you to offer advice and secure other assets if
possible.
6. If activation is appropriate, the Team Commander will gather all necessary
information and inform you of the anticipated response time.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

MUTUAL AID AND
OUTSIDE AGENCY ASSISTANCE 2.1
e. ILEAS Communications Technical Support:
1. Primary Communications Coordinator:
2. Northwest Central Dispatch
3. 847-590-3500
f. Secondary Communications Coordinator:
1. City of Peoria
2. 309-494-8000
2.1.6

WHEATON STAGING AREAS
a. Billy Graham Center - President & College Ave., west on College
b. Community Center - 1777 S. Blanchard; Rt. 56 & Naperville, north on Naperville.
c. DuPage County Fairgrounds - County Farm Rd. & Manchester.
d. Wheaton North High School - Gary & Thomas, east on Thomas.
e. Wheaton-Warrenville High School - Rt. 56 & Wiesbrook.

2.1.7

MERIT Mutual Aid Requests

2.1.7.1

Resources

The Wheaton Police Department is a member of the DuPage Metropolitan Emergency Response
& Investigation Team (MERIT). This membership provides for mutual aid in various situations
outside of ILEAS. The following operational components are available through MERIT:
a. Crisis Negotiations
b. SWAT
c. K-9 Response
d. Major Crash Reconstruction
e. Incident Management Assistance Team (IMAT) and Planned Events
f. Public Integrity (OIS, OID, and Officer Involved Sex Assault)
g. Crime Scene Investigation
h. Digital Forensics
i.

Investigations
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j.

Major Crimes (Forcible Felonies)

k. Surveillance and Intelligence Investigations
2.1.7.2

Initiating a MERIT Request

Any supervisor wishing to activate a component of MERIT must first make staff notification to
the next higher rank. If approved, the supervisor shall contact DUCOMM or call 630-260-7501.
The requesting supervisor shall specifically request MERIT activation and have the following
information immediately available:
a. Name and direct contact information for the scene supervisor
b. The MERIT component being requested
c. Nature of the request
d. Location of the command post and/or staging area
The scene supervisor will be contacted directly by the MERIT Commander of the requested
component. If the MERIT Commander approves, the appropriate resources will respond to assist.
IMAT, Planned Events, and routine case work for digital forensics shall not use the above
activation procedure. Services of this nature shall contact the appropriate commander directly
to review the request.
2.1.7.3

Responding to a MERIT Request

A supervisor receiving a request for assistance through MERIT shall make every effort to meet
the request. The sole determining factor shall be the current needs of the City of Wheaton.
Absent an overriding department need, supervisors shall grant authorization for a MERIT officer
to respond and assist with the activation request.
Any department employee assigned to a MERIT component who receives an activation request
must contact their immediate supervisor and receive approval to respond.
2.1.8

MOBILE FIELD FORCE OPERATIONS
a. Provide security at sites where pharmaceuticals from the National Strategic Stockpile
are being distributed
b. Provide evacuation assistance related to weapons of mass destruction incidents
c. Rescue victims or police officers under hazardous conditions
d. Apprehend multiple offenders in crowd situations
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e. Isolate areas of civil disorder or disaster by the use of large, organized perimeters
f. Control or disburse unruly crowds
g. Act as the first response to EMAC requests from other states
2.1.9

WEAPONS OF MASS DESTRUCTION SPECIAL RESPONSE TEAM OPERATIONS
a. Stabilize the scene
b. Establish inner perimeter
c. Neutralize human threat
d. Detect conventional bombs, hazardous materials, chemical, radiological, or biological
agents
e. Aid victims
f. Decontaminate victims, emergency responders and items moving from the hot to cold
zone
g. Preserve crime scene
h. Establish communications with the local incident commander and/or state EOC

2.1.10

i.

Prepare for the arrival of the State Weapons of Mass Destruction Team and Illinois
National Guard Civil Support Team

j.

Provide a liaison and operate with the local incident commander, SWMD, and
National Guard
DUPAGE COUNTY ARSON TASK FORCE

The Wheaton Fire Department shall secure any fire scene from any intrusions and shall make
notification to the Wheaton Police Department in the following situations:
a. When it is established or suspected the fire was set in conjunction or to conceal any
major investigation.
b. When a corpse is located at or near the fire scene.
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c. When a fire occurs as a result of a bomb or other device.
In any of the above instances, the Wheaton Police Department retains primary responsibility
for the investigation. The Support Lieutenant or designee shall be responsible for collaborating
with the Arson Task Force if utilized.
2.1.11

TERMINATING A LAW ENFORCEMENT REQUEST FOR ADDITIONAL SUPPORT

Whenever a plan has been implemented, the highest-ranking Wheaton supervisor on scene shall
terminate the request for additional resources when adequate law enforcement personnel have
responded. This means that the situation is now under control, but that the emergency is not
necessarily terminated. Notice of said termination shall be made to the ILEAS dispatcher at the
Dispatch Center. The order in which the manpower is returned to duty with their own agencies
is at the discretion of the highest-ranking Wheaton supervisor on scene.
When officers from other communities are called in to assist on a mutual aid basis, it is expected
that they will be released and returned to duty in their own community as soon as the situation
is restored to the point which permits the local community to satisfactorily handle it with its own
resources, or, as indicated in a previous established agreements (i.e. MERIT).
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2.2.1

PURPOSE

The purpose of this Department Order is to establish procedures to implement the Incident
Command System (ICS) and to provide members with the roles and definitions within the
system.
2.2.2

POLICY

It is the policy of the Wheaton Police Department to prepare for, respond to and assist the
community in recovering from any incident(s), regardless of cause, size, or complexity.
2.2.3

PROCEDURE

On February 28, 2003, Homeland Security Presidential Directive (HSPD) -5 was issued which
included the National Incident Management System (NIMS). On August 16, 2004, City of
Wheaton Resolution No. R-56-04 was signed by Mayor Carr. This resolution delineates the
City’s adoption and support of HSPD-5.
A key component to NIMS is Command and Management. The Incident Command System is
the framework used by NIMS. The Incident Command System (ICS) provides a flexible, yet
standardized core mechanism for coordinated and collaborative incident management.
A supervisory member of the Department will, at their discretion, activate the ICS when they
believe it is warranted.
2.2.4

DEFINITIONS

Area Command: Established when the complexity of the incident and incident management
span-of-control considerations dictate. It allows integration of multiple ICS events of similar
nature such as, large scale prolonged Tornado or multiple simultaneous HAZMAT incidents.
Branch: A Branch is organizationally situated between the Section Chief and the Division or
Group in the Operations Section, and between the Section and Units in the Logistics Section.
Branches are identified by the use of Roman numerals or by functional area.
Command Staff: The staff who report directly to the Incident Commander, including the Public
Information Officer, Safety Officer, Liaison Officer, and other positions as required.
Division: The organizational level having responsibility for operations within a defined
geographic area. Divisions are established when the number of resources exceed the
manageable span of control of the Section Chief. (See Group).
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Emergency Operations Center (EOC): The physical location at which the coordination of
information and resources takes place to support incident management (on-scene operations)
activities. An EOC may be a temporary facility or may be located in a more central or
permanently established facility. EOCs may be organized by major functional disciplines (e.g.,
fire, law enforcement, medical services), by jurisdiction (e.g., Federal, State, regional, tribal,
city, county), or in combination.
Emergency Operations Plan: An EOP is an ongoing plan for responding to a wide variety of
potential hazards.
Function: The five major activities of the Incident Command System are: Command,
Operations, Planning, Logistics, and Finance/Administration. A sixth function,
Intelligence/Investigations, may be established, if required, to meet incident management
needs.
General Staff: A group of incident management personnel organized according to function who
report to the Incident Commander. The General Staff normally consists of the Operations
Section Chief, Planning Section Chief, Logistics Section Chief, and Finance/Administration
Section Chief. An Intelligence/Investigations Chief may be established if required.
Group: An organizational subdivision established to divide the incident management structure
into functional areas of operation. Groups are composed of resources assembled to perform a
special function not necessarily within a single geographic division (see Division).
I.L.E.A.S.: The Illinois Law Enforcement Alarm System (ILEAS) is a statewide law enforcement
mutual aid system. The purpose of I.L.E.A.S. is:
a.
b.
c.
d.
e.
f.

To provide immediate law enforcement resources at the scene of law enforcement
emergencies;
To provide for an automatic and systematic response of law enforcement resources;
To provide for contractual responsibilities and liabilities;
To provide area coverage;
To foster a cooperative spirit for law enforcement emergency response;
To provide access to specialized resources.

ILEAS does not relieve a community of its responsibility to provide adequate resources for dayto-day law enforcement operations. A community may only request ILEAS when a law
enforcement emergency has caused the agency to exceed its own routine capabilities.
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Incident Action Plan: An IAP is an oral or written plan containing general objectives reflecting
the overall strategy for managing an incident. It may include the identification of operational
resources and assignments. It may also include attachments that provide direction and
important information for management of the incident.
Incident Objectives: IO’s are statements of guidance and direction needed to select
appropriate strategy(s) and tactical direction of resources. Incident objectives are based on
realistic expectations of what can be accomplished when allocated resources have been
effectively deployed. Incident objectives must be achievable and measurable, yet flexible
enough to allow strategic and tactical alternatives.
National Incident Management System (NIMS): NIMS provides a systematic, proactive
approach to guide government and the private sector resources to work seamlessly to prevent,
protect against, respond to, recover from, and mitigate the effects of incidents, in order to
reduce the loss of life and property or harm to the environment. NIMS works hand in hand with
the National Response Framework (NRF). NIMS provides the template for the management of
incidents, while the NRF provides the structure and mechanisms for national-level policy of
incident management.
Operational Period: An OP is the time scheduled for executing a given set of operations. OP’s
can be of various lengths, although usually they last 12 to 24 hours.
Safety Officer: The Safety Officer is a member of the Command Staff responsible for monitoring
incident operations and advising the Incident Commander on all matters relating to operational
safety, including the health and safety of personnel.
Section: A section is the Incident Command System organizational level having responsibility
for a major functional area of incident management (e.g., Operations, Planning, Logistics,
Finance/Administration, and Intelligence/Investigations. A Section is organizationally situated
between the Branch and the Incident Command.
Single Resource: A Single Resource is an individual, a piece of equipment and its personnel
complement, or a crew/team of individuals with an identified work supervisor.
Situation Report: A Situation Report is confirmed or verified information regarding the specific
details relating to an incident.
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Special Needs Population: A Special Needs Population consisting of persons who need
additional response assistance may include those who have disabilities; live in institutionalized
settings; elderly; children; have limited English proficiency, or who are transportation
disadvantaged.
Staging Area: A Staging Area is a temporary location for available resources. A Staging Area can
be any location in which personnel, supplies, and equipment can be temporarily housed or
parked while awaiting operational assignment.
Strike Team: A Strike Team is a set number of resources that have an established minimum
number of personnel, common communications, and a leader.
Task Force: A Task Force is any combination of resources assembled to support a specific
mission or operational need. All resource elements within a Task Force should have common
communications and a designated leader.
Type: Type is an Incident Command System resource classification that refers to capability.
Type 1 is generally considered to be more capable than Types 2, 3, or 4, respectively, because
of size, power, capacity, or (in the case of Incident Management Teams) experience and
qualifications.
Unified Command (UC): Unified Command is an Incident Command System application used
when more than one agency has incident jurisdiction or when incidents cross political
jurisdictions. Agencies work together through the designated members of the UC, often the
senior persons from agencies and/or disciplines participating in the UC, to establish a common
set of objectives and strategies and a single Incident Action Plan.
Unit: A Unit is the organizational element with functional responsibility for a specific incident
planning, logistics, or finance/administration activity.
Unit Leader: The Unit Leader is an individual in charge of managing Units within an Incident
Command System (ICS) functional Section. The Unit can be staffed by a number of support
personnel providing a wide range of services. Some of the support positions are pre-established
within ICS (e.g., Base/Camp Manager), but many others will be assigned as technical specialists.
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2.2.5 INCIDENT COMMAND SYSTEM (ICS)
ICS is a standardized on-scene incident management concept designed specifically to allow
responders to adopt an integrated organizational structure equal to the complexity and
demands of any single incident or multiple incidents without being hindered by jurisdictional
boundaries.
a. An ICS enables integrated communication and planning by establishing a manageable
span of control.
b. An ICS divides an emergency response into five manageable functions essential for
emergency response operations: Command, Operations, Planning, Logistics, and Finance
and Administration.
c. Incident Commander (IC): The IC is responsible for all aspects of the response, including
developing incident objectives and managing all incident operations.
d. The IC is faced with many responsibilities when he/she arrives on scene. Unless
specifically assigned to another member of the Command or General Staffs, these
responsibilities remain with the IC. Some of the more complex responsibilities include:
a. Establish immediate priorities especially the safety of responders, other
emergency workers, bystanders, and people involved in the incident.
b. Stabilize the incident by ensuring life safety and managing resources efficiently
and cost effectively.
c. Determine incident objectives and strategy to achieve the objectives.
d. Establish and monitor incident organization.
e. Approve the implementation of the written or oral Incident Action Plan.
f. Ensure adequate health and safety measures are in place.
Transfer of Command occurs when:
a. A more qualified person assumes command.
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b. The incident situation changes over time, resulting in a legal requirement to
change command.
c. There is normal turnover of personnel on extended incidents.
d. The incident response is concluded, and responsibility is transferred to the home
agency.
ICS Command Staff: The Command Staff is responsible for public affairs, health and safety,
and liaison activities within the incident command structure. The IC remains responsible for
these activities or may assign individuals to carry out these responsibilities and report
directly to the IC. The IC may appoint a Deputy IC at their discretion.
a. Information Officer (PIO) The role of the PIO is to develop and release information
about the incident to the news media, incident personnel, and other appropriate
agencies and organizations.
b. Liaison Officer: The Liaison Officer’s role is to serve as the point of contact for
assisting and coordinating activities between the IC and various agencies and
groups. This may include Congressional personnel, local government officials, and
criminal investigating organizations and investigators arriving on the scene.
c. Safety Officer: The Safety Officer’s role is to develop and recommend measures to
the IC for assuring personnel health and safety and to assess and/or anticipate
hazardous and unsafe situations. The Safety Officer also develops the Site Safety
Plan, reviews the Incident Action Plan for safety implications, and provides timely,
complete, specific, and accurate assessment of hazards and required controls.
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Section Chief

Finance/Admin
Section Chief

ICS General Staff: The ICS General Staff includes Operations, Planning, Logistics, and
Finance/Administrative responsibilities. These responsibilities remain with the IC until they are
assigned to another individual. When the Operations, Planning, Logistics or
Finance/Administrative responsibilities are established as separate functions under the IC, they
are managed by a section chief and can be supported by other functional units.
Operations Staff is responsible for all operations directly applicable to the primary mission of
the response. Unit Positions may include:
a. Operations Section Chief: The Operations Section Chief is responsible for direct
management of all incident-related operational activities. The Operations Section Chief
will establish tactical objectives for each operational period, with other section chiefs
and unit leaders establishing their own supporting objectives. This Section Chief may
have one or more deputies assigned with the assignment of deputies from other
agencies encouraged in the case of multijurisdictional incidents. An Operations Section
Chief should be designated for each operational period and should have direct
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involvement in the preparation of the IAP for the corresponding period of responsibility.
b. Branch Director: The Branch Director is responsible for management of all branches.
Branches may be used to serve several purposes and may be functional or geographic in
nature. In general, branches are established when the number of divisions or groups
exceeds the recommended span of control of one supervisor.

Division/Group Supervisor: The Division/Group Supervisor is responsible for management of
an individual division/group. Divisions and Groups are established to divide an incident into
functional areas of operation.
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Strike Team Leaders: Strike Team Leaders are responsible for an individual strike team. Strike
Teams are a set number of resources of the same kind and type that have an established
minimum number of personnel.
Task Force Leaders: Task Force Leaders are responsible for a combination of resources
assembled in support of a specific mission or operational need. All resource elements within a
Task Force must have common communications and a designated leader.
Planning Staff is responsible for collecting, evaluating, and disseminating the tactical
information related to the incident, and for preparing and documenting Incident Action Plans
(IAP's). Unit positions may include:
a. Planning Section Chief
b. Resources Unit Leader responsible for maintaining the status of all
assigned resources (primary and support) at an incident. Oversees the
check-in/ out of all resources, maintaining a status-keeping system
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indicating current location and status of all resources, and maintenance of a
master list of all resources.
c. Status Recorders are needed at each check-in location to ensure that all
resources assigned to an incident are accounted for.
d. Volunteer Coordinator
e. Technical Specialists- Added as needed/directed by the IC, specialist
positions can include: Critical Incident Stress Management (CISM), Social
Service Coordinator, Human Resources Specialist, Engineering Technical
Specialist, Geographic Information System Specialist, Public Health
Specialists, Legal Specialist, Documentation Specialist
f. Situation Unit Leader
g. Field Observer
h. Weather Observer responsible for getting/reporting incident weather
information.
i. Display/Report Processor
j. Computer Terminal Operator
k. Photographer
l. Environmental Unit Leader
m. Documentation Unit Leader
n. Demobilization Unit Leader
o. Staging Area Manager
Planning
Section Chief

Resources
Unit Leader

Situation
Unit Leader

Documentation
Unit Leader

Volunteer
Coordinator

Display
Processor

Check InStatus
Recorder

Field
Observers
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INCIDENT COMMAND SYSTEM 2.2
Logistics Staff is responsible for providing facilities, services, and materials for the incident
response. Unit positions may include:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.
n.
o.
p.
q.
r.
s.
t.
u.

Logistics Section Chief
Communications Unit Leader
Incident Communications Manager
Incident Dispatcher
Message Center Operator
Messenger
Communications Technician
Medical Unit Leader
Responder Rehabilitation Manager
Food Unit Leader
Support Branch Director
Supply Unit Leader
Ordering Manager
Receiving / Distribution Manager
Tool / Equipment Specialist
Recorders
Facility Unit Leader
Facility Maintenance Specialist
Facility Security Manager
Equipment Manager
Helpers as needed for each listed position
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Finance and Administrative Staff is responsible for all financial, administrative, and cost
analysis aspects of the incident. Unit positions may include:
a. Finance and Admin Section Chief
b. Time Unit Leader responsible for equipment and personnel time
recording and for managing the commissary operations.
c. Time Recorder- Personnel
d. Time Recorder – Equipment
e. Procurement Unit Leader responsible for administering all financial
matters pertaining to vendor contracts, leases, and fiscal agreements.
f. Compensation/Claims Unit Leader
g. Compensation Specialist
h. Claims Specialist
i. Cost Unit Leader
j. Cost Analyst
k. Any Other Technical Specialist as needed.
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Unified Command (UC) - Although a single Incident Commander normally handles the
command function, an ICS organization may be expanded into a Unified Command (UC). UC is
used for city-wide emergencies requiring the implementation of the City of Wheaton
Emergency Operation Center.
a. The UC is a structure that brings together the "Incident Commanders" of all
major organizations involved in the incident in order to coordinate an effective
response while at the same time carrying out their own jurisdictional
responsibilities.
b. The UC links the organizations responding to the incident and provides a forum
for these entities to make consensus decisions. Under the UC, the various
jurisdictions and/or agencies and non-government responders may blend
together throughout the operation to develop common strategy without
relinquishing any agency's authority.
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c. The UC is responsible for overall management of the incident. The UC directs
incident activities, including development and implementation of overall
objectives and strategies, and approves ordering and releasing of resources.
Members of the UC work together to develop a common set of incident
objectives and strategies, share information, maximize the use of available
resources, and enhance the efficiency of the individual response organizations.
d. Specific Responsibilities of UC: The UC may be used whenever multiple
jurisdictions are involved in a response effort. These jurisdictions could be
represented by:
1) Geographic boundaries (e.g., two municipalities).
2) Governmental levels (e.g., local, state, federal).
3) Functional responsibilities (e.g., law enforcement; firefighting, Hazmat,
Emergency Medical Services)
4) Statutory responsibilities (e.g., federal land or resource managers,
responsible party under OPA or CERCLA) or
5) Some combination of the above.
e. Actual UC makeup for a specific incident will be determined on a case-by-case
basis taking into account the following:
1) The specifics of the incident.
2) Determinations outlined in existing response plans; or
3) Decisions reached during the initial meeting of the UC.
4) The makeup of the UC may change, as the incident progresses, in order to
account for changes in the situation.
5) The UC is a team effort, but to be effective, the number of personnel should
be kept as small as possible.
2.2.6

IMPLEMENTATION

System Activation Criteria: The criteria for activating the ICS are based on the decision of an
on-duty Shift Supervisor; the Shift Supervisor will establish the ICS and remain the Incident
Commander until relieved by a higher-ranking officer.
Unusual Occurrence Incidents (examples, not limited to):
a. Hostage Incidents
b. Severe Weather or Floods
c. Hazardous Material
d. Railroad Accident or Spills
e. Aircraft Disaster
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f.
g.
h.
i.
j.

Major Traffic Accidents
Major Fires, Bombs and Explosives
Civil Disturbances
Terrorist Activities
Missing Persons with Large Scale Search

Activation of the Incident Command System (ICS).
a. Declare a Tactical Alert- the ICS requires sufficient personnel to accomplish the tasks
assigned to each position. The IC may declare a tactical alert (see Wheaton Police
Department order “Tactical Alerts”).
b. If the demands of the incident exceed available staffing or will be prolonged beyond
a 24-hour cycle, the IC may initiate a Mobilization (see Wheaton Police Department
order “Tactical Alerts”).
c. I.L.E.A.S. Mutual Aid Requests
1. An I.L.E.A.S request may be made through DuComm either by radio or by
telephone as directed by the on-duty supervisor.
2. The Primary Mutual Aid Number is 1-847-590-3500
3. The Secondary Mutual Aid Number is 1-309-494-8000
4. Have this information ready when you call:
a. Name of agency requesting the call-out
b. Name of person authorizing the request
c. Call-back number
d. Nature of the incident and what is needed
e. Location of the incident - zip code preferable or at least an address
f. Which staging area to use
g. Areas or routes to avoid
h. Radio contact frequency for staging command if known (ISPERN, IREACH,
StarCom, etc.)
i. Other special details or instructions for responding personnel
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ILEAS Communications Technical Support:
a. Primary Communications Coordinator:
Jennifer Wanek, Northwest Central Dispatch
847-398-1130
ileas@nwcds.org
b. Secondary Communications Coordinator:
David Tuttle, City of Peoria
309-494-8035
dtuttle@ci.peoria.il.us
ICS Forms are available for use in the City’s T drive, in a folder listed ICS Forms and can be
accessed for use during an incident.
2.2.7

ICS Form 201 (Incident Briefing) Prepared By: The Incident Commander (IC)
a. Purpose: The Incident Briefing form provides the IC (and the Command &
General Staffs assuming command of the incident) with basic information
regarding the incident situation and the resources allocated to the incident. It
also serves as a permanent record of the initial response to the incident.
b. Preparation: The briefing form is prepared by the IC for the presentation to the
incoming IC along with a more detailed oral briefing. Proper symbology should
be used when preparing a map of the incident.
c. Distribution: After the initial briefing of the IC & General Staff members, the
Incident Briefing is duplicated & distributed to the Command Staff, Section
Chiefs, Branch directors, Division / Group Supervisors, and appropriate Planning
& Logistics Section Unit Leaders. The sketch map & summary of current action
portions of the briefing form are given to the Situation Unit while the Current
Organization & Resources Summary portion is given to the Resources Unit.

2.2.8

ICS Form 203 (Organization Assignment List) Prepared By: Resources Unit
Leader
a. Purpose: The organization Assignment List provides the ICS personnel with
information on the units that are currently activated & the names of the
personnel staffing each position / unit. It is used to complete the Incident
Organization Chart (ICS Form 207) which is posted on the Incident Command
Post display.
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b. Preparation: The list is prepared & maintained by the Resources Unit under the
direction of the Planning Section Chief.
c. Distribution: The Organization Assignment List is duplicated & attached to the
Incident Objectives form & given to all recipients of the Incident Action Plan.
2.2.9

ICS Form 204 (Assignment List) Prepared By: Resources Unit
a. Purpose: The Assignment List(s) is used to inform Operations Section personnel
of the incident assignments. Once the assignments are agreed to by the IC and
Command Staff, the assignment information is given to the appropriate Units &
Divisions via the Communication Center.
b. Preparation: The Assignment List normally is prepared by the Resources Unit
using guidance by the Incident Objectives form (ICS Form 202), Operational
Planning Worksheet (ICS Form 215), & Operations Section Chief. The Assignment
List must be approved by the planning Section Chief. When approved, it is
attached to the Incident Objectives as part of the Incident Action Plan.
c. Distribution: The Assignment List is duplicated & attached to the Incident
Objectives & given to all recipients of the Incident Action Plan. In some cases,
assignments may be communicated via radio.

2.2.10 ICS Form 205 (Radio Communications Plan) Prepared By: Communications Unit Leader.
a. Purpose: The Incident Radio Communications Plan provides in one location
information on all radio frequency assignments for each operational period. The
plan is a summary of information obtained from the Radio Requirement
Worksheet (ICS Form 216) & the Radio Frequency Assignment Worksheet (ICS
Form 217). Information from the Radio Communications plan on frequency
assignments normally is placed on the appropriate Assignment List (ICS Form
204)
b. Preparation: The Incident Radio Communications Plan is prepared by the
Communications Unit Leader & given to the Planning Section Chief.
c. Distribution: The Incident Radio Communications Plan is duplicated & given to
all recipients of the Incident Objectives Form, including the Incident
Communications Center. Information from the plan is placed on Assignment
Lists.
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2.2.10 ICS Form 206 (Medical Plan) Prepared By: Medical Unit Leader
a. Purpose: The Medical Plan provides information on incident aid stations,
transportation services, hospitals, & medical emergency procedures.
b. Preparation: The Medical Plan is prepared by the Medical unit Leader &
reviewed by the Safety Officer.
c. Distribution: The Medical Plan may be an attachment to the Incident Objectives,
or information from the plan pertaining to incident medical aid stations &
medical emergency procedures may be taken from the plan & placed on
Assignment Lists.
2.2.11 ICS Form 207 (Incident Organization Chart) Prepared By: Resources Unit
a. Purpose: The Incident Organization Chart is used to indicate what ICS
organizational elements are currently activated & the names of the personnel
staffing each element. The attached chart is an example of the kind of
Organizational Chart used in the ICS. Personnel responsible for managing
organizational positions would be listed in each box as appropriate.
b. Preparation: The Organizational Chart is prepared by the Resources Unit &
posted along with other displays at the Incident Command Post. A chart is
completed for each operational period & updated when organizational changes
occur.
c. Distribution: When completed, the chart is posted on a display board located at
the Incident Command Post (Wall Size Chart - The ICS Form 207 is a large chart
that is used primarily to post on the Command Post display board for better
visibility).
2.2.12 ICS Form 209 (Incident Status Summary) Prepared By: Situation Unit
a. Purpose: The Incident Status Summary serves the following purposes:
1. It is used by the Situation Unit personnel for posting information on Incident
Command Post displays.
2. When duplicated & provided to Command Staff members, it provides them
with basic information for use in planning for the next operational period.
3. It provides basic information to the Information Officer for preparations of
media releases.
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4. It provides incident information to agency dispatch and off-incident
coordination centers.
b. Preparation: The Incident Status Summary is prepared by the Situation Unit.
Resource information should be obtained from the Resources Unit. It is
scheduled for presentation to the Planning Section Chief & other General Staff
members prior to each Planning Meeting & may be required at more frequent
intervals by the Incident Commander or Planning Section Chief.
d. Distribution: When completed, the form is duplicated & copies are distributed
to the Incident Commander & staff, & all Section Chiefs, Planning Section Unit
Leaders, & Agency Dispatch Centers. It is also posted on the display board
located at the Incident Command Post.
2.2.13 ICS Form 211 (Check-In-List) Prepared By: Operations Section
a. Purpose: Personnel & equipment arriving at the incident can check in at various
incident locations. Check-in consists of reporting specific information, which is
recorded on the Check-In-List. The Check-In-List serves several purposes.
1. Used for recording arrival times at the incident of all overhead personnel &
equipment.
2. Used for recording the initial location of personnel & equipment & thus a
subsequent assignment can be made.
3. Used to support demobilization by recording the home base, method of
travel, etc., on all check-ins.
b. Preparation: The Check-In-List is initiated at a number of incident locations,
including:
1. Staging areas, base, camps, helibases, & ICP. Managers at these locations
record the information & give it to the Resources Unit as soon as possible.
2. Incident Communications Center Manager located in the Communications
Center records the information & also gives it to the Resources Unit as soon
as possible.
3. Check-in at the ICP will be done by a recorder at the Resources Unit.
c. Distribution: Check-In-Lists, which are completed by personnel at the various
check-in locations, are provided to both the Resources Unit & the Finance
Section. The Resources Unit maintains a master list of equipment & personnel
that have reported to the incident.
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2.2.14 ICS Form 213 (General Message) Prepared By: Incident Dispatcher
a. Purpose: The General Message form is used by
1. Incident Dispatchers to record incoming messages which cannot be orally
transmitted to the intended recipients.
2. Command Post & other incident personnel to transmit messages to the
Incident Communications Center for transmission via radio or telephone to
the addressee.
3. Incident personnel to send any message or notification to incident personnel,
which require hard-copy delivery.
b. Initiation of Form: The General Message form may be initiated by Incident
Dispatchers for any other personnel on an incident.
c. Distribution: Upon completion the General Message may be:
1. Hand carried to the addressee.
2. Hand carried to the incident Communications Center for transmission.
2.2.15 ICS Form 214 (Unit Log) Prepared By: Safety Officer
a. Purpose: The Unit Log is used to record details of unit activity including strike
team activity. The file of these logs provides a basic reference from which to
extract information for inclusion in any after-action report.
b. Initiation of Log: A Unit Log is initiated & maintained by Command Staff
members, Division / Group Supervisors, Air Operation Groups, Strike Team / Task
Force Leaders, & Unit Leaders. Completed logs are forwarded to supervisors who
provide copies to the Documentation Unit.
c. Distribution: The Documentation Unit maintains a file of all Unit Logs. It is
necessary that one copy of each log be submitted to the Documentation Unit.
2.2.16 ICS Form 215(Operational Planning Worksheet) Prepared By: Operations Section
a. Purpose: The purpose of the Operational Planning Worksheet is to
communicate the decisions made during the Planning Meeting concerning
resource assignments to the Resources Unit. The Worksheet is used by the
Resources Unit to complete Assignment Lists & by the Logistics Section Chief for
ordering resources for the incident.
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b. Initiation: The operational Planning Worksheet is initiated by the Incident
Commander & General Staff at each Planning Meeting. It is recommended that
the format be drawn on the chalkboard, & when decisions are reached, the
information is recorded on the Operational Planning Worksheet.
c. Distribution: When the division work assignments & accompanying resource
allocations are agreed to, the form is distributed to the Resources Unit to assist
in the preparation of the Assignment Lists. The Planning Section will use a copy
of this worksheet for preparing requests for resources required for the next
operational period.
2.2.17 ICS Form 217 (Radio Frequency Assignment Worksheet) Prepared By: Communications
Unit
a. Purpose: The Radio Frequency Assignment Worksheet is used by the
Communications Unit Leader to assist in determining frequency allocations.
b. Preparation: Cache radio frequencies available to the incident are listed on the
form. Major agency frequencies assigned to the incident should be added to the
bottom of the worksheet.
c. Distribution: The worksheet, prepared by the Communications Unit, is for
internal use.
2.2.18 ICS Form 221 (Demobilization Check-Out) Prepared By: Individual Resource Unit
a. Purpose: The Demobilization Checkout form provides the Planning Section
information on resource releases from the incident to include destination, actual
release time, & estimated time of arrival at destination.
b. Initiation of Form: The form is initiated by the Demobilization Leader or the
Planning Section. The top portion of the form is completed by the
Demobilization Unit Leader after the resource supervisor has given written
notification that the resource is excess to the needs of the incident.
c. Distribution: The individual resource will have the unit initial the appropriate
checked boxes in the body of the report. After completion, the form is returned
to the Demobilization Unit Leader or the Planning Section.
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d. Prior to actual demobilization: Planning Section (Demobilization Unit) should
check with Command Staff (Liaison Officer to determine any agency needs
related to demobilization & release; if any, add to the report.
2.2.19 Weather Report: Prepared By: Planning Section Weather Observer
a. One of the biggest concerns in an Incident or planned event is that of the
weather. Weather is a fluid element in an Incident and sometimes can become a
significant problem.
b. Receiving accurate forecasts can be a problem and half the time can’t be
counted on. You should make every effort to keep up on watching the weather
and all reports. Keep a close eye on the current conditions and how they may be
changing.
c. All four seasons present weather challenges. Update your weather report often.
Let the Command staff know how or when it may be changing. In large Incidents
the weather will be one of your biggest enemies.
d. Don’t just rely on the weather reports received, trained personnel to observe
weather patterns are a benefit to safe operations.
2.2.20 City of Wheaton Disaster Plan
Direction and Control:
In accordance with the Illinois Emergency Management Agency Plan, the Mayor of the City of
Wheaton, or his emergency interim successor, functioning as the Principal Executive Officer will
be responsible for commanding all emergency operations with the City.
Emergency Operating Center (EOC)
1. The City’s Primary EOC is the Training Room at FD Station 1 (1 Fapp Circle).
2. Alternate EOCs have been designated and should be used in the following order:
a. Wheaton Police Department – Training Room
b. Public Works Facility
c. DuPage County Fairgrounds Main Building
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Responsibility, Authority and Expertise (RAE) Model: The City will, whenever and wherever
circumstances and time permit, use the RAE Model in unifying the tactics and tasks of multiple
agencies responding to an incident. The underlying premise is that each organization involved
in an incident, regardless of its level, affects the incident in these RAE ways. The degree of each
of the components of RAE that each organization holds is an ever-changing value. Because of
the complexity of a multi-discipline response, no single organization has all of the RAE to
mitigate the event.
The following guidelines are provided, only as an illustrative example, of the application of this
matrix for a chemical event.
EMS
Isolate

Law
Enforcement

Fire
Department

HAZMAT

R,A,E

E

E

R,A,E

R,A,E

E

E

R,A,E

Identify
Notify

R,A,E

Mitigate

E

Terminate

R,A

R,A,E

EMS
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Fire Department

Hazmat Team
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National Guard Civil Support Team
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R,E

EPA

R,A,E

R,A,E

R,A,E

R,A,E

Nat'l Guard CST

R,A,E

Identify
No specified role.
No specified role.
Responsibility to identify product through a variety
of tools. Authority to maintain public safety.
Expertise in hazard analysis.
Responsibility to identify advanced product
information.
Authority to maintain public safety.
Expertise more advanced hazard analysis.
No specified role.
Expertise in advanced hazard analysis.

INCIDENT COMMAND SYSTEM 2.2

EMS

Law
Enforcement

Fire Department
Hazmat Team
EPA
National Guard Civil Support Team

EMS
Law
Enforcement
Fire Department
Hazmat Team

EPA

National Guard Civil Support Team
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Notify
Responsibility to notify local hospital.
Authority to manage a potential mass-casualty event.
Expertise more advanced hazard analysis.
Responsibility to notify additional levels of
governmental law enforcement agencies (e.g. FBI)
Authority to call appropriate agencies.
No specified role.
Expertise to communicate with advanced experts.
No specified role.
Responsibility, Authority and Expertise to make
notifications through federal channels using secure
communications.

Mitigate
Expertise in proper medical treatment.
No specified role.
No specified role.
Responsibility to stop the release of the product.
Authority to maintain public Safety. Expertise
in advanced control techniques.
Responsibility to stop the release of the product.
Authority to maintain environmental protection.
Expertise in advanced control techniques.
Responsibility, Authority and Expertise to support
other agencies in mitigation strategies.
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EMS
Law
Enforcement

Fire Department
Hazmat Team

EPA

National Guard Civil Support Team

Terminate
No specified role.
Responsibility to secure the event and collect
evidence.
Authority to maintain a crime scene.
Expertise in processing a crime scene.
Responsibility to prepare for the next event.
Expertise in restoration after an event.
Responsibility to collect technical data. Authority to
lead the process based on training and education.
Expertise in technical information.
Responsibility, Authority and Expertise in restoration
of the affected area to meet environmental
standards.
No specified role.

The City will implement the Incident Command System as a management tool for the
management of emergency response activities. Based on the hazards, the following
department has been identified as the Incident Commander for each of the identified hazards:
Hazardous Material Accident

Fire Department

Fire/Explosion

Fire Department

Terrorism / Sabotage

Police Department

Riot / Civil Disturbance

Police Department

Commercial Transportation Accident

Police Department

Severe Weather Incident / Flood

Public Works Department

Utility Failure

Administration

Severe Heat or Cold

Fire Department

Extortion

Police Department
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Hostage Situation

Police Department

The City of Wheaton Incident Management System
(See City of Wheaton Disaster Plan for plan and implementation)
ESTABLISHING AN AREA COMMAND
Purpose of an Area Command
Oversee management of multiple incidents that are each being handled by a separate ICS
organization or to oversee the management of a very large of complex incident that has
multiple incident management teams.
a. Generally used when there are a number of incidents in the same area and of the
same type. This can cause competition for the same resources.
b. If the Area Command spans multiple jurisdictions, a Unified Area Command should
be established.
c. Area Commands are effective for public health emergencies, terrorist events or
large-scale natural disasters. These events are usually long-term events lasting days
to weeks or longer.
RESPONSIBILITIES
The Area Command will operate at a level higher than the municipal level. The Area Command
does not have operational responsibilities. The Area Command does:
a.
b.
c.
d.
e.
f.
g.
h.

Set overall agency incident-related priorities;
Allocates critical resources according to the established priorities;
Ensures effective communications;
Ensures that incident management objectives are met and do not conflict with each
other or with agency policies;
Identifies critical resource needs and reports them to the interagency coordination
system (generally EOCs);
Ensures that short-term “emergency” recovery is coordinated to assist in transition
to full recovery operations; and
Provides for personnel accountability and a safe operating environment.
The Area Command develops an action plan detailing incident management
priorities, needs and objectives. This plan should clearly state policy, objectives, and
priorities; provide a structural organization with clear lines of authority and
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communications; and identify incident management functions to be performed by the
Area Command.
ORGANIZATION
The Area Command organization operates under the same principles as ICS. Typically, an Area
Command will comprise the following key personnel, all of whom must possess appropriate
qualifications and certifications:
Area Commander (Unified Area Command) is responsible for the overall direction of the
incident management teams assigned to the same incident or to incidents in close proximity.
This responsibility includes ensuring that conflicts are resolved that incident objectives are
established and that strategies are selected for the use of critical resources. The Area
Command is responsible for coordinating with Federal, State, local and participating private
organizations.
Area Command Logistics Chief: provides facilities, services, and materials at the Area
Command Level and ensures the effective allocation of critical resources and supplies among
the incident management teams.
Area Command Planning Chief: collects the information from various incident management
teams to assess and evaluate potential conflicts in establishing incident objectives, strategies,
and priorities for allocating critical resources.
Area Command Support Positions
a. Area Command Critical Resources Unit Leader
b. Area Command Situation Unit Leader
c. Area Command Public Information Officer
d. Area Command Liaison Officer
e. Area Command Aviation Coordinator
2.2.21 POST INCIDENT REPORTS
All Supervisors involved will submit a report to the Chief of Police, with a copy of the Incident
Commander, via the Chain of Command, outlining the actions taken.
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In addition to the required Offense/Incident reports, the Incident Commander will complete a
written summary of incident, which will include at minimum:
a.
b.
c.
d.
e.
f.
g.
h.
i.

The first indications of the impending disaster (if any)
Notifications made: date/time/whom
The number of Department personnel required to handle the incident.
The level of response required (if any) of mutual aid departments.
The identification of assigned essential personnel during the disaster.
Identify any special equipment that was required (if any).
Identification of any special issues/problems.
Cost estimate calculations.
Debrief, and make recommendations for any improvements to future events.

2.2.22 INCIDENT COMMAND TRAINING
All department personnel will receive training on this Department Order. In-service training in
the ICS will take place annually.
The Chief of Police or his/her designee will be responsible for scheduling the annual training for
selected personnel. The annual training may include tabletop scenarios, simulated drills, or
multi-agency exercises.
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REQUESTING ASSISTANCE: FEDERAL LAW ENFORCEMENT
AND NATIONAL GUARD 2.3
2.3.1 PROCEDURE
During a period of extreme emergency or disaster, the Mayor of the City of Wheaton is granted
emergency powers. Declaring a local state of emergency is a tool that the City of Wheaton can
use in extraordinary times to make goods and services readily available. It also allows the City
to quickly activate the City’s emergency operating plans. It ensures the City of Wheaton will be
eligible for further assistance from DuPage County, the State of Illinois, and the federal
government.
During a major emergency or disaster situation, department heads of the City of Wheaton
function and coordinate the response and recovery missions through the Incident Command
System. This may include assistance from county, state, and federal government. For details,
see the department order entitled, “Incident Command System.”
If it is determined that the situation cannot be managed through the local emergency plan,
then the declaration of a “State of Disaster” shall be initiated by the Mayor. The disaster
declaration formally identifies that the situation is larger than our jurisdiction can handle, and
additional assistance is formally requested.
If state government assistance is needed (i.e.: National Guard), the Mayor of the City of
Wheaton must so indicate that request to the County. Following notification, the Illinois
Emergency Management Agency (IEMA) has the responsibility of preparing the request for a
Presidential Disaster Declaration for the Governor.
If the disaster is widespread and State resources will be overtaxed, the Governor will request
the President to declare a major disaster or emergency for the State, and the President will
issue a declaration, as warranted.
The emergency declaration will authorize assistance from specific agencies, while a disaster
declaration will authorize the full range of federal assistance to the County.
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2.4.1

PURPOSE

This Order establishes the procedure for the coordination and deployment of department
resources to operational emergencies which are unexpected and require significant personnel
deployment for extended periods of time.
2.4.2

CATEGORIES AND PROCEDURES

2.4.2.1

Tactical Alert

A tactical alert is activated during emergency circumstances which require the immediate and
prolonged deployment of a significant number of personnel and the temporary suspension of
police response to non-emergency calls for services (i.e., barricaded suspect, hostage situation,
etc.).
The on-scene supervisor may declare, at his/her discretion, a tactical alert by notifying DuComm.
DuComm will broadcast the tactical alert to all Wheaton Police Department units. When a tactical
alert has been declared, the following actions take place:
1. Scheduled end of watch times is canceled. All on-duty Wheaton Police Department
personnel will remain on duty.
2. The on-scene supervisor will establish a command post and summon the necessary
personnel to the tactical problem. This includes requests for mutual aid, MERIT SWAT,
etc.
3. The on-scene supervisor will coordinate staff notifications.
4. DuComm will hold all non-life-threatening calls for service. Incoming requests for
service that do not meet the life-threatening threshold will be advised of the tactical
alert status. The request will be held until the emergency situation is resolved. Once
the tactical alert has been cleared by a supervisor, the DuComm dispatcher will
broadcast all holding calls for service.
5. The team reporting for deployment will respond to the police department as
customary and be assigned as needed. This direction will be provided by the on-scene
supervisor and/or the oncoming Lieutenant/Sergeant.
6. Once the situation has been resolved, and at the direction of the on-scene supervisor,
DuComm will be directed to clear the tactical alert. The on-scene supervisor will
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coordinate the release of the scene, as well as any surrounding areas impacted by
the incident.
7. Officers who worked beyond their scheduled end of watch will report to the police
department and wait for clearance from a supervisor to end their tour of duty.
8. Those officers working during their scheduled watch will return to their assignments,
unless as otherwise directed by a supervisor.
2.4.2.2

Mobilization

A mobilization of the Department notifies personnel of impending emergency operations which
require re-deployment of Department resources. In these circumstances, it is projected that the
needs and demands of the incident will extend beyond 24 hours. Examples of these types of
incidents include hazardous material, railroad accident, aircraft disaster, major fires, floods,
terrorist activities, civil disturbances, bombs, and explosives. To ensure the response is
adequately capable to meet the resource and operational needs, personnel redistribution will be
centralized within Patrol.
The procedure of mobilizing the department occurs following the initiation of a tactical alert by
the on-scene supervisor. During staff notifications, the on-scene supervisor shall provide his/her
assessment, to include magnitude, projected duration, equipment needs, and known hazards, of
the incident and the requirement to mobilize the department. The Deputy Chief of Operations,
or in his/her absence any Lieutenant, shall order the department mobilization by notifying
DuComm and Police Services. Once the mobilization is declared, Police Services will contact each
member of the department and advise of the activation. Staff notifications will be made by the
Deputy Chief of Operations, or his/her designee. DuComm will limit calls for service to emergency
responses only. All other calls for service will be screened for prioritization and responded to
accordingly.
When mobilization has been ordered, the following actions will commence, unless otherwise
directed by the Chief of Police or his/her designee:
a. All sworn personnel will be in uniform or have immediate availability to all
components of the Wheaton Police Department uniform, patrol duty equipment and
be prepared to deploy as directed.
b. All regular department scheduling is suspended.
c. All days off, vacation leave, personal days, and holidays are automatically canceled.
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d. The mobilization reconfigures resources from existing schedules into two watches
covering a 24-hour period. Generally, the distribution of staffing will be based on the
incident, allocating a greater number of resources during the time when services are
expected to be at the highest. The mobilization places all members in the Department
on a 12-hour duty status, followed by a 12 hour off duty period. Day watch will
operate from 0700 hrs. to 1900 hrs. and identified as “Watch A.” Night watch will
operate from 1900 hrs. to 0700 hrs. and be identified as “Watch B.”
e. Sworn personnel from all divisions will report to their assigned watch as directed by
their Lieutenant/Sergeant.
f. All media inquiries pertaining to the department mobilization will be directed to the
Deputy Chief of Support.
At the conclusion to the mobilization, all personnel will be directed to return to pre-mobilization
scheduling and assignments by the Deputy Chief of Operations, or his/her designee. A patrol
lieutenant shall be assigned to generate an after-action mobilization report, indicating the
nature, resources, course of action, duration, and resolution of the incident. This report shall be
forwarded through the chain of command to the Chief of Police.
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3.1.1
PURPOSE
The purpose of this department order is to provide guidelines for the use of non-deadly and deadly force.
3.1.2

POLICY

The Wheaton Police Department values the safety of the public and its officers. With this in mind, officers
shall use only that force which is reasonable and necessary to effectively bring an incident under safe
control. The ‘reasonableness’ of a particular use of force must be judged from the perspective of a
reasonable officer on the scene and whether the officers’ actions are objectively reasonable in the light
of the facts and circumstances confronting them: rather than with the 20/20 vision of hindsight. The
‘reasonableness’ must embody allowance for the fact officers are often forced to make split-second
judgments in circumstances that are tense, uncertain and rapidly evolving. The Wheaton Police
Department shall use Illinois Use of Force Laws, 720 ILCS 5/7 et seq and Graham v. Connor, 490 U.S. 386
(1989) as its foundation in training and reviewing any Use of Force incident involving a Wheaton Police
Officer. The Wheaton Police Department shall maintain adherence to all applicable federal, state, and
local laws pertaining to this department order. The Department recognizes and respects the value of all
human life and dignity without prejudice to anyone.
3.1.3

DEFINITIONS

Actual Force: Physical force of a control technique applied to the body sufficient to take control of a
resistive subject.
Constructive Force: Verbal and/or non-verbal control sufficient to overcome the will of a subject and with
the objective of gaining a subject’s compliance.
Coercive Force: An action and/or verbal direction utilized to induce a subject to act (or refrain from acting)
in compliance with the officer’s orders. The act of pointing a firearm directly at a subject.
Deadly Force: Force which is likely to cause death or great bodily harm.
Forcible Felony: Treason, first and second-degree murder, aggravated criminal sexual assault, criminal
sexual assault, robbery, burglary, residential burglary, aggravated arson, arson, aggravated kidnapping,
kidnapping, aggravated battery resulting in great bodily harm or permanent disability or disfigurement
and any other felony which involves the use or threat of physical force or violence against any individual.
Levels of Resistance: For purposes of reporting use-of-force incidents, officers shall acquaint themselves
with the following terminology and use these terms in written reports and statements when describing
the level of resistance demonstrated by the subject:
a. Psychological Intimidation: Non-verbal communication offered by the subject that
indicates a resistive attitude.
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b. Verbal Non-Compliance: Verbal communication offered by the subject which indicates
the subject's intent to resist or harm the officer or others.
c. Passive Resistance: The subject does not comply with the demands of the officer but does
not attempt to defeat the officer's arrest procedures or harm the officer.
d. Defensive Resistance: The subject attempts to defeat the officer's arrest procedures (e.g.,
pulling away, stiffening arms). There is no attempt to harm the officer.
e. Active Aggression: The subject attempts to aggressively defeat the arrest procedure (e.g.,
physical attack, threat of attack).
f.
3.1.4

Deadly Force Resistance: The subject attempts to defeat the arrest procedure by
threatening or applying deadly force against the officer.
USE OF FORCE CONTROL OPTIONS

a. Command Presence: Officers should attempt to use their physical presence and nonverbal communication skills to take control and avoid escalation of the incident. In the
event that officer's presence does not inhibit or decrease the amount of resistance or the
continuation of the unlawful activity, the officer must be prepared to use another lawful
use of Force Control option.
b. Verbal Direction: Verbal direction, combined with a strong command presence, will many
times diffuse even violent or potentially violent incidents. However, if verbal direction
does not cause the resistance or breaking of laws to cease, the officer must be prepared
to use another Use of Force Control option.
c. Empty Hand Control: Soft and Hard empty hand control techniques are techniques that
do not employ any of the approved Use of Force Control weapons and attempt to
minimize the chance of injury. These techniques include the use of joint locks, pressure
points, and strikes to physically control a resistive subject and gain compliance.
1. Handcuffs: Empty hand control includes the use of handcuffs or flex cuffs. Handcuffs
should be used to restrain the movements of a subject. Handcuffs are not required to
be reported as a use of force but should be properly documented in the officer’s
police report. However, a Use of Force Incident Supervisory Review shall be
completed if the action results in, or is alleged to have resulted in, injury or death to
another person. Handcuffs should be used under the following circumstances:
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a. Arrest: Any subject who has been placed under arrest should be handcuffed
behind his/her back. Exceptions to this procedure include if the subject has an
injury or other physical limitation which would be aggravated by handcuffing
behind the back. Additional acceptable cuffing techniques would include
providing two sets of cuffs behind an individual’s back or the use of a transport
belt with the individual being cuffed in the front.
b. Officer Safety: When an officer can articulate a significant officer safety concern
from a subject, an officer may handcuff the subject while the subject is being
detained. Once the officer’s safety concern has been dispelled, the officer shall
immediately un-handcuff the subject unless the officer is arresting the subject.
c. Handcuff Checks. Whenever handcuffs are applied, the officer will ensure that
the handcuffs are checked for fit and double-locked. If the arrest environment is
such that checking for fit and double locking the handcuffs is tactically unsafe, the
officer will check for fit and double lock the handcuffs at the earliest safe
opportunity.
d. Chemical Sprays: Oleoresin capsicum (OC) issued by the department is the only
authorized chemical spray for officers to carry and use. Officers should consider using OC
when the officer can articulate a restive subject is displaying active aggression or deadly
force resistance. An officer shall not use OC prior to issuing an order in a sufficient manner
to ensure the order is heard, and repeated, if necessary, to allow compliance with the
order unless providing such time and space would place the officer or another in risk of
death or great bodily harm.
An officer shall not disperse OC for crowd control prior to issuing an order to disperse in
a sufficient manner to allow for the order to be heard and repeated, if necessary, followed
by sufficient time and space to allow compliance with the order unless providing such
time and space would place the officer or another at risk of death or great bodily harm.
e. Electronic Control Device: An Electronic Control Device is a weapon that uses an electric
current to create pain and motor dysfunction in a resistive subject (e.g., TASER). Officers
are only permitted to carry an electronic control device issued by the department.
Officers should consider using an Electronic Control Device when the officer can articulate
the resistive subject is displaying active aggression or deadly force resistance. An officer
shall not discharge an Electronic Control Device in a manner that targets the head, chest,
neck, groin, or anterior pelvis unless deadly force is justified.
f.

Impact Weapon: An Impact Weapon is any department issued weapon that is used to
control or strike a resistive subject to create pain and motor dysfunction (e.g., ASP
expandable Baton). Officers should consider using an Impact Weapon when they can
articulate a resistive subject is displaying active aggression or deadly force resistance.
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g. Non-Deadly Force Impact Weapon: This category of control includes any department
issued equipment intended for Non-Deadly Force (e.g. 40 MM LMT Tactical Single
Launcher). Officers should consider using Non-Deadly Force when they can articulate a
resistive subject is displaying active aggression or deadly force resistance. An officer shall
not discharge a Non-Deadly Force Impact Weapon in a manner that targets the head,
neck, groin, anterior, pelvis, or back unless deadly force is justified.
Officers should consider using the above-noted Use of Force Control Options to take control of any subject
the officer is justified to seize. The options are not in any order that the officer must follow and are listed
as options the officer can choose from when making a Use of Force decision. The decision to deploy
weapons shall follow the guidelines in the department order entitled, “Weapons.”
It is also recognized that circumstances may arise in which officers reasonably believe that it would be
impractical or ineffective to use any of the tools, weapons or methods provided by the Department.
Officers may find it more effective or reasonable to improvise their response to rapidly unfolding
conditions that they are confronting. In such circumstances, the use of any improvised device or method
must nonetheless be reasonable and utilized only to the degree that reasonably appears necessary to
accomplish a legitimate law enforcement purpose.
Prohibited use of force by a peace officer (720 ILCS 5/7-5.5). A peace officer shall not use a chokehold,
or restraint above the shoulders with risk of asphyxiation, in the performance of his or her duties, unless
deadly force is justified. A peace officer shall not use a chokehold, or restraint above the shoulders with
the risk of asphyxiation or any lesser contact with the throat or neck area of another, in order to prevent
the destruction of evidence by ingestion. As used in this Section, "chokehold" means any direct pressure
to the throat, windpipe, or airway of another. A “chokehold” does not include any holding involving
contact with the neck that is not intended to reduce the intake of air such as a headlock where the only
pressure applied is to the head.
3.1.5

USE OF FORCE

Officers shall use only that amount of force that reasonably appears necessary given the facts and
circumstances perceived by the officer at the time of the event to accomplish a legitimate law
enforcement purpose. The reasonableness of force will be judged from the perspective of a reasonable
officer in the same situation, based on the totality of the circumstances known to or perceived by the
officer at the time of the decision, rather than with the benefit of hindsight. Any evaluation of
reasonableness must allow for the fact that officers are often forced to make split-second decisions about
the amount of force that reasonably appears necessary in a particular situation, with limited information
and in circumstances that are tense, uncertain, and rapidly evolving. Given that no policy can realistically
predict every possible situation an officer might encounter, officers are entrusted to use well-reasoned
discretion in determining the appropriate use of force in each incident. While the ultimate objective of
every law enforcement encounter is to avoid or minimize injury, nothing in this policy requires an officer
to retreat or be exposed to possible physical injury before applying reasonable force.
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3.1.5.1
ESCALATION/DE-ESCALATION
In the event Actual Force is necessary, the officer shall only use such force that is reasonable and necessary
considering the circumstances. The objective of such action is to reasonably bring the situation under
control and/or stop the physical threat. When it is objectively reasonable that a subject is fully in law
enforcement’s control, then the force must terminate.
3.1.6

USE OF FORCE TO EFFECT AN ARREST

An officer may use any force which he/she reasonably believes, based on the totality of the circumstances,
to be necessary to effect an arrest and may use any force which he/she reasonably believes, based on the
totality of the circumstances, to be necessary to defend him/herself or another from bodily harm while
making an arrest (720 ILCS 5/7-5).
3.1.7

USE OF DEADLY FORCE

As defined in 720 ILC 5/7-5(h)(1), “deadly force” means any use of force that creates a substantial risk of
causing death or great bodily harm, including, but not limited to, the discharge of a firearm. An officer
may use deadly force only when reasonably necessary in defense of human life. Officers shall evaluate
each situation in light of the totality of the circumstances including, but not limited to, the proximity in
time of the use of force to the commission of a forcible felony and the reasonable feasibility of safely
apprehending a subject at a later time. Officers shall use other available resources and techniques, if
reasonably safe and feasible to a reasonable officer.
1.

An officer may use deadly force to protect him/herself or others from what he/she
reasonably believes, based on the totality of the circumstances, that such force is needed
to prevent death or great bodily harm to him/herself or others.
OR

2.

An officer may use deadly force when he/she believes, based on the totality of the
circumstances, BOTH that:
a. Such force is necessary to prevent the arrest from being defeated by resistance
or escape
AND
b. The officer reasonably believes that the person to be arrested is likely to cause
great bodily harm to another.
AND
c. The person to be arrested committed or attempted a forcible felony which
involves the infliction or threatened infliction of great bodily harm or is attempting
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to escape by use of a deadly weapon, or otherwise indicates that he will endanger
human life or inflict great bodily harm unless arrested without delay.
An officer is not justified in using deadly force when there is no longer an imminent threat of great bodily
harm to the officer or another or against a person who is suspected of committing a property offense
unless the offense is terrorism or unless deadly force is otherwise authorized by law.
Where feasible, an officer shall, prior to the use of force, make reasonable efforts to identify him/herself
as a peace officer and warn that deadly force may be used.
A threat of death or serious bodily injury is “imminent” when, based on the totality of the circumstances,
a reasonable officer in the same situation would believe that a person has the present ability, opportunity,
and apparent intent to immediately cause death or great bodily harm to the officer or another person.
An imminent harm is not merely a fear of future harm, no matter how real the fear and no matter how
great the likelihood of the harm, but is one that, from appearances, must be instantly confronted and
addressed.
“Totality of the circumstances” means all the facts known to the officer at the time, or that would be
known to a reasonable officer in the same situation, including the conduct of the officer and the subject
leading up to the use of deadly force.
Deadly force should not be used against persons whose actions are a threat only to themselves or property
or to attempt to apprehend an unarmed non-violent fleeing felon. Prior to the use of deadly force,
personnel should identify themselves as law enforcement officers and to give a verbal warning of their
intent to use deadly force, circumstances permitting and when reasonably practical Tennessee vs Garner
471 US 1 (1995).
3.1.8

DIRECTED FIRE

Directed fire is deadly gunfire aimed at the probable location of an offender who poses an ongoing threat
of death or great bodily harm and is otherwise not visible by cover or concealment for the purpose of
seizing the offender, allowing officers to move into a tactically advantageous position, rescuing a downed
officer or citizen, and/or denying movement of the offender in situations where failure to do so will cause
risk of death or great bodily harm to officers or the public at large.
The use of directed fire must not place the public in greater danger than the actions of the offender.
Officers shall only use directed fire when they have a reasonable belief based on personal observations
or those of other officers when determining the probable location of an offender posing an ongoing threat
of death or great bodily harm.
Warning Shots are generally prohibited.
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3.1.9
SHOOTING AT OR FROM MOVING VEHICLES
An officer should only discharge a firearm at a moving vehicle or its occupants when the officer reasonably
believes there are no other reasonable means available to avert the threat of the vehicle, or if deadly
force including the vehicle is directed at the officer or others; or where the escape of an offender(s)
otherwise indicates that they will endanger human life or inflict great bodily harm unless arrested without
delay. This may include the offender's use of a vehicle as a deadly weapon, but not where the vehicle is
being solely used as a means of escape. Discharging a firearm from a moving vehicle should only be done
in exigent circumstances. In these situations, an officer must have an articulable reason for this use of
deadly force. Officers should not shoot at any part of a vehicle in an attempt to disable the vehicle unless
the vehicle is being used as a deadly weapon.
3.1.10

REPORTING THE USE OF FORCE

Any use of force by a member of this department that involves Actual Force to control, restrain, or
overcome the resistance of another, shall be documented promptly, completely, and accurately in an
appropriate report. The officer should articulate the factors perceived and why he/she believed the use
of force was reasonable and necessary under the circumstances.
Whenever Actual Force is used by an officer to control a resistive subject, the actions shall be reported
to the on-duty supervisor. The use of force incident review will be completed by a supervisor.
Reports involving the use of force will be submitted before completion of the officer's tour of duty. If
the officer is not physically or psychologically able to submit the report before the completion of the
officer's tour of duty it shall be completed as soon as practicable, as directed by a supervisor.
In accordance with 50 ILCS 709/5-12, on a monthly basis, the police department will submit a report to
the Department of State Police on the department’s use of force, including any action that resulted in
the death or serious bodily injury of a person or the discharge of a firearm at or in the direction of a
person.
3.1.11

DUTY TO INTERVENE (720 ILCS 5/7-16)

A peace officer shall have an affirmative duty to intervene to prevent or stop any other peace officer from
using any unauthorized force or force that exceeds the degree of force permitted, if any, without regard
for chain of command.
Any officer who intervenes as required shall as soon as practical report the intervention to the on-duty
supervisor, or if the act involves the on-duty supervisor, the officer shall make notification to the next rank
in the command structure.
The officer who intervenes as required by this Section should submit a memorandum/report by the end
of their tour of duty, or as otherwise directed by a supervisor, but no more than 5 days after the incident
as required by the statute. The memorandum/report should include:
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•
•
•
•
•
•
•

Date
Time
Place of occurrence
Identity, if know
Description of the participants
Description of the intervention actions taken
Whether the officer’s intervention was successful

This memorandum/report does not take the place of the incident report created by the primary officer.
An officer shall not be disciplined for intervening as required in this Section or for reporting
unconstitutional or unlawful conduct, or for failing to follow what the officer reasonably believes is an
unconstitutional or unlawful directive.
3.1.11.1

DUTY TO RENDER AID (720 ILCS 5/7-15)

Any officer shall, as soon as practical, determine if a person is injured and render medical aid and
assistance (consistent with training) including, but not limited to, performing Cardiopulmonary
Resuscitation (CPR) and/or administering an Automated External Defibrillator (AED). If it is apparent that
treatment is necessary or it is requested by the injured party, the officer shall request the paramedics to
respond to their location in order to make arrangements to transport the injured person to the hospital.
3.1.12

NOTIFICATION TO SUPERVISORS

Supervisory notification shall be made immediately following any application of Actual Force, NonDeadly Force or Deadly Force. The on-duty supervisor shall be requested to the location of the incident.
3.1.13

USE OF FORCE IN EXECUTION OF SEARCH WARRANT

Pursuant to 725 ILCS 5/108-8, all necessary and reasonable force may be used to affect an entry into any
building or property or part thereof to execute a search warrant. The court issuing a warrant may
authorize the officer executing the warrant to make entry without first knocking and announcing his or
her office if it finds, based upon a showing of specific facts, the existence of the following exigent
circumstances:
1. That the officer reasonable believes that if notice were given a weapon would be used:
a. Against the officer executing the search warrant; or
b. Against another person.
2. That if notice were given there is an imminent “danger” that evidence will be destroyed.
(Source: P.A. 92-502, eff. 12-19-01.)
Prior to the issuing of a search warrant authorizing entry without first knocking and announcing, the
officer must attest to the following:
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1. Prior to entering the location described in the search warrant, the on-duty supervisor will
ensure that all participating members are assigned a body worn camera and are following
the policies and procedures in accordance with Section 10-20 of the Law Enforcement
Officer-Worn Body Camera Act. If each participating agency of a multi-jurisdictional team
has not implemented body cameras, the officer must attest that the interaction authorized
by the warrant is otherwise recorded.
2. The on-duty supervisor verified the subject address listed on the warrant for accuracy and
planned for children or other vulnerable people on-site.
3. If an officer becomes aware the search warrant was executed at a location different from
the location listed in the search warrant, the officer will immediately notify a supervisor who
will ensure an internal investigation ensues.
Prior to the application of a search warrant authorizing entry without first knocking and announcing be
submitted to the DuPage County State’s Attorney’s Office, the request for approval must be provided to
members of Command Staff, up to and including the Chief of Police.
3.1.13

MEDICAL CONSIDERATIONS

Prior to booking or release, medical assistance shall be obtained for any person who exhibits signs of
physical distress, who has sustained visible injury, expresses a complaint of injury or continuing pain, or
who was rendered unconscious. Supervisory notification shall also be made, and the individual shall be
continuously monitored until he/she can be medically assessed. Based upon the officer’s initial
assessment of the nature and extent of the subject’s injuries, medical assistance may consist of
providing basic first aid, examination by fire personnel, paramedics, hospital staff or medical staff at the
jail, or transportation to a medical facility. If any individual refuses medical attention, such refusal shall
be fully documented in related reports and, whenever practicable, should be witnessed by another
officer and/or medical personnel. If a recording is made of the contact or an interview with the
individual, any refusal should be included in the recording, if possible.
Persons who exhibit extreme agitation, violent irrational behavior accompanied by profuse sweating,
extraordinary strength beyond their physical characteristics and imperviousness to pain (commonly
referred to as “excited delirium”), or who require a protracted physical encounter with multiple officers
to be brought under control, may be at an increased risk of sudden death. Calls involving these persons
should be considered medical emergencies. Officers who reasonably suspect a medical emergency
should request medical assistance as soon as practicable.
3.1.14

TRAINING

The Wheaton Police Department shall maintain training protocols that adhere to applicable state
mandates governing the use of force.
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3.2.1

PURPOSE

The purpose of this order is to establish department policy and procedure regarding the
supervisory responsibilities associated with a police officer's use-of-force. This order should be
used as a guideline for supervisors, to include members of the Command Staff as well as “Officers
In Charge” for incidents involving any use of force in which the supervisor is not directly involved.
3.2.2

POLICY

The Wheaton Police Department will objectively evaluate the use of force by its members to
ensure that their authority is used lawfully, appropriately and is consistent with training and
policy. Each supervisor in the chain of command from the investigating supervisor to the Chief of
Police will review the facts and circumstances of the incident involving the use of force and
evaluate if the actions demonstrated are in compliance with the laws, policies and procedures
that justify such actions.
The legal standard used to determine the lawfulness of the use of force is the Fourth Amendment
of the United States Constitution. Additionally, the Wheaton Police Department is guided by
Illinois Use of Force Laws, 720 ILCS 5/7 et seq and the United States Supreme Court decision in the
case of Graham v Connor, 490 U.S. 386 (1989). The ruling states, in part, “The reasonableness of
a particular use of force must be judged from the perspective of a reasonable officer on the scene,
rather than with the 20/20 vision of hindsight. The calculus of reasonableness must embody
allowance for the fact that police officers are often forced to make split-second judgments – in
circumstances that are tense, uncertain and rapidly evolving – about the amount of force that is
necessary in a particular situation. The test of reasonableness is not capable of precise definition
or mechanical application.” The force must be reasonable under the circumstances known or
perceived to the officer at the time the force was used. Therefore, the Department examines all
use of force incidents from an objective standard rather than a subjective standard.
The Department examines reasonableness using Graham v. Connor and from the articulated facts
from the perspective of a Wheaton Police Officer with similar training and experience placed in
generally the same set of circumstances. In determining the appropriate level of force, officers
shall evaluate each situation in light of facts and circumstances of each particular case.
The Department values the safety of the public and its officers. Therefore, officers shall only use
that force which is reasonable and necessary to effectively bring an incident under safe control.
Officers shall comply with Illinois Compiled Statutes (ILCS) 720 ILCS 5/Article 7, which govern
Justifiable Use of Force.
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3.2.3

SUPERVISOR RESPONSIBILITIES

3.2.3.1

Review

Unless extenuating circumstances exist, a supervisor shall respond to every scene where there
has been a reported application of Actual Force. No supervisor who ordered, used, or
participated in the use of force will conduct the review of the incident, unless it is impractical
under the circumstances.
In the event of an extenuating circumstance, or the direct supervisor is involved in the use of
force, the supervisor shall make notification through the chain of command of the involvement
and/or extenuating circumstance that prohibits the direct supervisor to investigate the incident.
In the event the use of force results in great bodily harm or death to the offender, the supervisor
shall adhere to the department order entitled, “Officer Involved Shooting/Death/Great Bodily
Harm/Investigating on duty Sexual Assault.” Absent these circumstances, the reviewing
supervisor is expected to:
1. Ensure that any injured parties are examined and treated by paramedics. If an officer
declines medical attention or advises they are not hurt despite obvious signs of injury,
the supervisor shall order the officer to receive medical attention. If the involved
subject declines medical attention, an effort should be made to record the refusal and
ensure a waiver is signed. Every effort should be made to have the subject’s refusal
recorded. If possible, obtain the associated medical paperwork, and/or medical
record release/waiver, from any officer(s) or subject(s) receiving medical attention.
2. Ensure that photograph documentation, and if available video evidence, has been
captured including any areas involving visible injury, complaints of pain by any and all
involved parties, overall photographs of uninjured areas, scene and weather
conditions.
3. Identify any witnesses and conduct independent interviews. These interviews shall be
memorialized utilizing audio/video equipment, when practicable. If the interview is
not recorded, the investigating supervisor shall justify the reason the interview was
not recorded on the Use of Force Incident – Supervisor Review form.
4. Check the area for evidence, including video evidence. This includes department
video, civilian recordings, and business surveillance.
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5. Custody/Non-custody admonishments shall be applied based on the nature of the
interview. If a separately recorded interview with the arrestee, in custody, upon
whom force was applied is conducted without the person(s) having voluntarily waived
his/her Miranda rights, the following shall apply:
a. The content of the interview shall not be summarized or included in any related
criminal charges.
b. The fact that a recorded interview was conducted will be documented within the
Use of Force Incident-Supervisor Review.
6. Conduct an interview of all officer(s) involved, as well as any and all officers who
observed any portion of the incident.
7. Secure the radio transmissions by submitting an Incident Clarification Form through
DuComm, obtain any related squad video and detention center video associated with
the Wheaton Police Department. This may include requesting squad video from other
municipalities during mutual aid responses. Additionally, video capturing the immediate

area of the incident shall also be retained regardless of if it captured any portion of the
incident as evidence to counter claims of tampering or selective evidence retention.

8. Mark all evidence for retention until all potential civil litigation has expired.
3.2.3.2 Documentation Approval
Unless it is impractical due to scheduling or other associated conflicts, a lieutenant is responsible
for the Use of Force Incident – Supervisory Review and approval of all associated police reports.
If such conflict exists, the lieutenant that is notified of the incident shall direct a supervisor to
complete the review and approve the associated reports.
The facts and circumstances surrounding the incident shall be evaluated based on the standard
of “Objective Reasonableness” established in Graham v. Connor (490 U.S. 386 (1989)). Further
compliance with Illinois Use of Force Laws (720 ILCS 5/7 et seq), Tennessee v. Garner (471 US 1
(1985)), and the Wheaton Police Department Order entitled Use of Force shall be evaluated with
each supervisory review assessment. The assessment of force shall be evaluated upon:
a. The totality of circumstances
b. From the perspective of a reasonable officer
c. With similar training and experience
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d. On the scene
e. At the moment force was used
f. Without 20/20 hindsight
g. In circumstances that are tense, uncertain, and rapidly evolving
Although not intended to be all inclusive, additional considerations when analyzing a Peace
Officer’s Use of Force include, but are not limited to:
a. The immediacy and severity of the threat to officers or others, including weapons
or the threat of the use of a weapon
b. The conduct of the individual being confronted, as reasonably perceived by the
officer at the time
c. The severity of the crime or reason for contact with individual
d. The level of resistance demonstrated, the actions conducted while attempting to
evade arrest by flight or specific actions conducted while attacking the officer
e. The apparent need for immediate control of the subject or a prompt resolution of
the situation
f. Any other exigent circumstances
During the administrative investigation into the facts and circumstances surrounding the use of
force incident, the Chief of Police may reassign the officer(s) involved, pending the supervisory
review. Once finalized, the investigating supervisor shall make the recommendation if the force
used during the incident was in compliance with the Use of Force Department Order. The incident
under review shall utilize the totality of the circumstances when determining the objective
reasonableness of the officer(s) action. The Use of Force Supervisory Review shall be forwarded
through the Chain of Command for a final determination by the Chief of Police.
3.2.4

ANNUAL ANALYSIS

On an annual basis, the Deputy Chief of Operations, or his/her designee, shall prepare an analysis
report on use of force incidents. The analysis will seek to identify any trends, training
recommendations, equipment recommendations, and any need for policy revisions. This report
will be provided to the Chief of Police.
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The Wheaton Police Department will also provide the data associated with use-of-force incidents
that meet the FBI’s criteria for submittal into the National Use-of-Force Data Collection. The goal
of the resulting statistics is not to offer insight into single use-of-force incidents but to provide an
aggregate view of the incidents reported and the circumstances, subjects, and officers involved.
Statistical reports emphasize the collective nature of the data and do not assess whether the
officers involved in use-of-force incidents acted lawfully or within the bounds of department
policy.
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ATTACHMENT A
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3.3.1
PURPOSE
The purpose of this order is to provide the regulations for all personnel who are authorized to
carry weapons in regard to the type of weapons, ammunition and accessories that are allowed
on and off duty, as well as the requirements for the qualification, inspection and security of all
weapons.
3.3.2

POLICY

The Wheaton Police Department will equip its members with weapons to address the risks posed
to the public and department members by violent and sometimes well-armed persons. The
Department will ensure weapons are in good working order and that relevant training is
provided.
3.3.3

AUTHORIZED WEAPONS

Unless by the nature of a special assignment, and with supervisory approval, all sworn police
officers shall carry the department issued handgun as their primary firearm, in the department
issued holster. Except in an emergency or as directed by a supervisor, no firearm shall be carried
by a member who has not qualified with that firearm at an authorized department range. In
addition to firearms, sworn members of the Wheaton Police Department shall be authorized to
use impact projectiles, oleoresin capsicum (OC) and conducted electrical weapons. All use of
weapons in the field shall be considered a use of force, and therefore the use of said weapons
must be objectively reasonable. Furthermore, the use of weapons shall be in compliance with
training, as well as state and federal law governing said use.
All other weapons not provided by the Department, including, but not limited to, edged weapons,
chemical or electronic weapons, impact weapons or any weapon prohibited or restricted by law
or that is not covered elsewhere by department policy, may not be carried by members in the
performance of their official duties without the express written authorization of the member’s
Deputy Chief. This exclusion does not apply to the carrying of a single folding
pocketknife that is not otherwise prohibited by law.
3.3.4

FIREARMS

3.3.4.1

Semi-Automatic Pistol
a. Uniformed Patrol Officers shall be issued the Glock Model 17 9mm semiautomatic pistol.
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b. Sworn officers assigned to the Investigative Division or assigned to a task force in
attire other than the Wheaton Police Department uniform, shall be issued the
Glock Model 19 9mm semi-automatic pistol.
c. Members of the command staff may carry a Glock 17 or Glock 19, as approved
by the Chief of Police.
While on-duty, the department issued pistol shall be carried in a department issued holster. In
addition to being approved and/or issued by the department, all gear for department issued
equipment shall be properly maintained to a presentable standard. Any gear that is determined
to be unsafe shall be immediately replaced.
Each officer will be equipped with three fully loaded magazines, which shall be maintained with
department approved duty ammunition.
1. One magazine containing 17 rounds (model 17) or 15 rounds (model 19) will be
secured in the magazine well with one additional round in the chamber.
2. Patrol officers shall carry a minimum of two spare magazines, fully loaded with
department approved duty ammunition. Sworn officers assigned to the
Investigative Division, or assigned to a task force, may carry only one spare magazine
loaded with department approved duty ammunition, or as otherwise authorized by
the Deputy Chief of the Support Division.
3. Additional magazines loaded with duty ammunition may be carried by the sworn
officer on their person or within their bail-out bag.
3.3.4.2

Patrol Rifle

The department issued patrol rifle is the AR15/M16, 5.56 mm, carbine rifle. Prior to being
deployed at the scene of an incident, the on-duty officer shall store the rifle in the locking
mechanism within their assigned squad vehicle or within the trunk. In the event the rifle is unable
to be secured within the vehicle, supervisory approval is required.
One magazine containing 28 rounds of department approved ammunition will be secured in the
magazine well. The chamber shall remain empty with a Chamber Blocking Device (CBD) securely
inserted, and the safety selector in the “SAFE” position, until the rifle is deployed.
Officers shall keep a minimum of two spare magazines, fully loaded with department approved
duty ammunition on their person and/or within their bail-out bag.
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The department issued patrol rifle may only be modified by the officer assigned under the
following conditions:
a. The officer may only request the addition of approved accessories/parts from
the Approved Rifle Accessories/Modifications List.
b. All requests must be in a memorandum with photographs of the pre-modified
patrol rifle submitted through the chain of command to the Chief of Police for final
approval.
c. Any requests for accessories/parts not on the approved list must be submitted
through the chain of command to the respective Deputy Chief for consideration.
The overall quality, reliability and safety of the accessory or part will be considered
prior to it being added to the list.
d. All modifications or additional accessories approved by the Chief of Police must
be installed by a department AR15/M16 armorer.
e. Once the rifle is modified with the approved accessories/parts, the officer must
qualify with the patrol rifle.
3.3.4.3 Secondary Weapons
A secondary weapon is any other sidearm other than the department issued caliber semiautomatic pistol which is carried while on duty. For officers choosing to carry a secondary
weapon, the following requirements shall be met:
a. The officer shall complete a memo indicating the officer's choice of a secondary
firearm, holster, ammunition, method, and location of carry. The memo will
include photos of the weapon with the serial number, the ammunition box, and
the holster. The weapon shall be tentatively approved for use by a sergeant or
lieutenant and the Training Officer. Following qualification with the weapon, the
Sergeant or Lieutenant will forward a recommendation for approval/denial to
their respective Deputy Chief for review and recommendation to the Chief of
Police for final approval.
b. Approval criteria include a minimum of .380 caliber, as well as the overall quality,
safety, and effectiveness of the firearm.
c. The secondary firearm shall be securely carried and fully concealed from view, in
a holster designed for that weapon.
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3.3.4.4 Off Duty Weapons
Sworn full-time officers are authorized to carry, at their option, a firearm while off-duty after
complying with the following:
a. Officers will qualify semi-annually with the firearm(s) they desire to carry off-duty
with a minimum of 75% of the best possible score for the course of fire.
Ammunition will be provided by the officer. Failure to qualify shall revoke the
officer’s authority to carry an off duty sidearm (aside from their duty pistol).
Ammunition shall be minimum of .380 caliber.
b. Officers are prohibited from carrying a firearm off-duty when their mental or
physical capacities are impaired by the use of alcohol, medication, or a
combination of the two.
c. Officers shall register any off-duty firearm(s) with the department to include the
make, model, and serial number.
d. Officers shall carry off-duty firearms in compliance with the laws of the State of
Illinois.
e. When traveling out of state and in the possession of a firearm, officers shall
comply with the applicable laws of states other than Illinois.
3.3.5

FIREARM SECURITY

It is the policy of the Wheaton Police Department that firearms shall be stored in a secure location
when the officer is not in the direct control of the weapon. Patrol Rifles will not be stored at
locations other than the Wheaton Police Department except when necessary for purposes of
training. If it is necessary for Patrol Rifles to be stored at other locations for training, the rifles
shall be stored in a secure location when the officer is not in direct control of the weapon.
Officers who are members of DuPage MERIT or the Illinois WMD SWAT team are exempt from
the preceding paragraph due the nature of their assignment which may result in responding
directly to the scene of critical incidents with no notice. SWAT team members’ rifles, regardless
of storage location, shall be stored in a secure location when the officer is not in direct control of
the weapon.
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In the event an officer stores their duty pistol or rifle at any location other than the Wheaton
Police Department, the officer will use a firearm safety locking system designed as a security
receptacle that can reasonably prevent any unauthorized person (regardless of age) from gaining
access to the officers’ weapons. For the purposes of this paragraph, authorized persons are sworn
officers of the Wheaton Police Department.
3.3.6

WEAPON QUALIFICATION

No officer will be authorized to carry a department issued weapon unless they receive training
and have demonstrated proficiency in the use of the weapon.
In order to maintain proficiency in the use of firearms, all sworn personnel must attend regularly
scheduled firearm range sessions in which they will be required to qualify with firearms.
Range Masters/Firearm Instructors will monitor all firearms proficiency training/qualifications. In
addition to the below minimum required qualifications, personnel may attend or be assigned to
non-mandatory firearms training.
All sworn members, who have received certification to carry any department issued or a
secondary weapon, must demonstrate proficiency with the handling and use of the authorized
weapon(s). The acceptable qualifications are as follows:
a. Wheaton Police Department Duty Pistol Qualification (annual) minimum score is
75%
b. Secondary and Off-Duty Firearm Course of Fire (bi-annual) minimum score is 75%
c. Patrol Rifle Course of Fire (annual) minimum score is 90%
Sworn personnel who do not qualify with their on-duty pistol will be given remedial training
immediately by a certified firearms instructor to correct any deficiencies. The officer will be
provided a minimum of one re-qualification opportunity during the scheduled firearms
training/qualification to demonstrate proficiency. If the officer fails to qualify with the
Department issued firearm after receiving the immediate remedial training, the certified firearms
instructor shall set up a training program, which will consist of two certified firearms instructors.
If the officer fails to qualify after receiving the 20 hours of remedial firearms training, the Chief
of Police shall be notified through the chain of command. As a result, the officer may be sent for
a medical evaluation to determine a proximate cause and/or the officer may be subject to
disciplinary action for inability to maintain vital job performance standards.
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Failure to qualify with a secondary or off-duty firearm shall result in the cancellation of approval
to carry that firearm.
3.3.7

NON-DEADLY FORCE IMPACT WEAPONS: IMPACT PROJECTILES

The availability of non-deadly force impact weapons can assist officers in de-escalation of
potentially violent confrontations and provide additional alternatives to the use of deadly force.
Impact projectiles are an important component of this agency’s non-deadly force equipment.
Officers are authorized to employ impact projectiles in accordance with provisions of this order
and this department’s overall Use of Force order.
3.3.7.1 Definitions
Non-Deadly Force Impact Weapons: Devices used by police officers to stop, control, and restrain
individuals while causing less harm than deadly force to the individual as well as the officer and
any nearby persons.
Non-Deadly Force Philosophy: Planning and application of force that meets operational
objectives with less potential for causing death or serious physical injury than conventional police
tactics.
Impact Projectiles: Projectiles designed to incapacitate a subject with a minimal potential for
causing death or serious physical injury when compared to conventional projectiles when used
in accordance with agency policy and training guidelines.
3.3.7.2 Procedures
All uses of impact projectiles shall be consistent with this agency’s orders on use of force. Major
factors to consider when deciding whether such use is justified include the following:
a. Seriousness of any crime committed by the individual
b. Whether the individual is armed and, if so, the potential lethality / threat
c. Propensity of the individual to be violent
d. The urgency of the situation and potential impact of actions that may be committed by
the suspect
e. The ability of officers to use an impact projectile against the suspect in accordance with
policy and training
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f. The potential for collateral damage to officers, other persons, or property should the
impact projectile incapacitate the suspect (e.g., the suspect is or is allegedly holding a
triggering device connected to explosives or other destructive devices).
Consideration may be given to the use of impact projectiles against those who are posing a threat
of death or serious bodily injury to themselves or others. Deployment of an impact projectile
should be at the direction of a line supervisor, unless it is reasonably likely that failure to take
immediate action would result in injury or death. Only officers who have met this agency’s
training requirements for use of the impact projectile are permitted to carry or deploy impact
projectiles.
3.3.7.3 Deployment and Follow Up
Specific weapons shall be designated for deployment of impact projectiles and shall be
definitively marked by paint or other conspicuous distinguishing features as authorized by this
department. These launchers shall not be used for any other purpose, shall be loaded only with
non-deadly force impact projectiles, and shall be kept only by authorized personnel in a manner
designated by the department.
Whenever possible, officers should inform other police personnel in the immediate vicinity that
impact rounds will be deployed in order that the shot will not precipitate the use of firearms by
other officers.
Suspects who are struck with a projectile should be restrained as necessary and medical
personnel shall be immediately summoned to render aid and/or to transport to a medical facility
for examination.
Use of impact projectiles is a use of force and is subject to the same reporting and investigative
policy requirements as other types of force incidents.
3.3.7.4.1

Training

Impact projectiles shall be directed at suspect target areas based on the circumstances at hand,
established safety priorities, the exigency of the situation, and the level of force that is
authorized. Officers authorized to deploy impact projectiles shall receive designated training and
certification as required by this department and shall re-qualify with the weapon as designated
by this agency. Officers shall receive agency-authorized training specifically designed to simulate
actual deployment situations and conditions to enhance officers’ discretion and judgment in
using impact projectiles in accordance with this order.
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3.3.8

OLEORESIN CAPSICUM (OC)

The department has issued OC aerosol spray to officers with additional use-of-force options to
assist them in successfully defending themselves from combative, resisting, and/or violent
individuals while reducing the risk of inflicting or receiving injury. In addition, this program is
intended to provide certain other authorized non-sworn members of this department with OC to
be used as a personal protection device under the guidelines of this policy. The use of OC is
classified as a use of force and will be used at the discretion of the officers when the decision is
made that the use of force is objectively reasonable under the circumstances. As with any use of
force, the use of OC aerosol spray shall be used in accordance with the established use of force
department order.
3.3.8.1

Definitions

Oleoresin Capsicum: An oily resin derived from the cayenne pepper. It is the active ingredient in
Oleoresin Capsicum-based chemical weapons. It is sold under several brand names, commonly
known as "O.C." and "Pepper Spray."
Carrier: A substance to suspend Oleoresin Capsicum allowing dispensing in liquid or mist form.
Propellant: The substance used to propel the chemical weapon to its intended target.
Members: For the purposes of this departmental order, the term applied to all persons in the job
classifications of police commander, police officer, community service officer, police services
representative, and auxiliary officer.
3.3.8.2

Oleoresin Capsicum Physiology

Oleoresin Capsicum is a naturally occurring substance found in the cayenne pepper. Suspended
in isopropyl alcohol or another type of carrier, it is a weapon which effectively incapacitates the
most violent of offenders.
O.C.'s principle is as an inflammatory agent. It irritates skin, inflames mucous membranes, and
restricts both breathing passages and eyesight. Subjects sprayed with O.C. generally exhibit sight
and breathing restrictions. Most subjects return to deep breathing within ten (10) minutes. Other
effects begin to dissipate within a forty-five (45) minute period. Because of this basic operating
principle, O.C. is effective against alcohol and drug impaired individuals, emotionally distressed
individuals, and dangerous animals. O.C. is effective where other chemical weapons, impact
weapons, and electronic shocking devices may be ineffective.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

WEAPONS 3.3
3.3.8.3

Procedures

Oleoresin Capsicum (O.C.) will be issued to all sworn members of the agency, as well as civilian
members designated by the Chief of Police, for on-duty utilization as a defensive, non-lethal
weapon.
a. Members will carry only department issued O.C.
b. Carrying of O.C. while on-duty by the Chief of Police, Deputy Chief of Police of the
Operations Division, Deputy Chief of the Support Division, and Lieutenants shall
be voluntary.
c. The utilization of O.C. is restricted to those instances wherein its use is necessary
and reasonable to effect a lawful arrest or to protect oneself or another from
bodily harm.
d. Any utilization of O.C. is considered use-of-force and must meet the two-prong
test of use being necessary and reasonable, pursuant to the department use-offorce order.
e. Members are authorized to employ O.C. to subdue any dangerous animal when
they reasonably believe that the animal poses a danger of bodily harm to
themselves or others.
f. In every instance wherein a member exposes a human subject to O.C., the
member shall summon paramedics and the on-duty supervisor to the scene. The
member shall take all necessary steps to properly restrain the subject to ensure
the safety of all emergency medical personnel responding to assist the subject.
Once the subject is decontaminated and released by paramedics for detention,
the member shall complete any follow-up medical assistance (i.e., continued
flushing with water, etc.) as directed by the paramedics.
g. Members will not unreasonably endanger themselves or others in conforming to
this order.
3.3.8.4

Responsibilities
a. Members must successfully complete a department sanctioned training course in
O.C. use prior to issuance. Training must be administered by a certified O.C.
weapons instructor.
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b. Members shall follow the rules and guidelines provided by the sanctioned training
course whenever they employ the use of O.C. in the course of prescribed duties.
c. Members shall carry only department issued O.C. with their badge number clearly
marked with a permanent marker on the weapon.
d. O.C. based weapons shall not be used outside the parameters of this order. Misuse
of the weapon may result in disciplinary action against a member.
e. Any accidental discharge shall immediately be reported to the on-duty supervisor.
3.3.8.5

Documentation of Incidents Involving Oleoresin Capsicum

Proper documentation for O.C. use will be provided in the narrative portion of the applicable
report form. This includes compliance with the use of force department order and use of force
supervisory review.
3.3.8.6

Care and Use of Oleoresin Capsicum-Based Weapons

Members expending O.C. must avoid contact between hands and face. Any body surfaces
exposed to O.C. must be rinsed with water as soon as is practicably possible. The O.C. container
shall be cleaned after each use.
a. O.C. canisters should not be subjected to extreme pressure or heat.
b. Normal clothes washing will remove O.C.
3.3.9

CONDUCTED ELECTRICAL WEAPONS

The Taser X26 will be assigned to personnel who have completed the Department approved
TASER X26P End User Training. The Taser X26 is the only authorized conducted electrical weapon
and its use must comply with the use of force department order.
3.3.9.1

Definitions

Conducted Electrical Weapon (CEW): In the present context, this term refers to weapons
designed to disrupt a subject’s central nervous system by means of deploying battery powered
electrical energy sufficient to cause uncontrolled muscle contractions and override an individual’s
voluntary motor response. The CEW approved for use by Wheaton Police employees is the TASER
X26P. The terms CEW and TASER are interchangeable for purposes of this order.
EFFECTIVE DATE: 05/01/2021
REVISED DATE:

WEAPONS 3.3
Cartridge: The portion of the TASER system that attaches to the front of the TASER X26P contains
two probes that project forward when the X26P is activated. Only cartridges from TASER and
issued by the department are approved for use.
AFID Tags (Anti-Felon Identification): Every time a cartridge is deployed, 20-30 small, round,
confetti-like identification tags are launched simultaneously. They are printed with the serial
number of the cartridge that launches them. They will be collected at the scene when a TASER
X26P is used.
Performance Power Magazine (PPM): The power source for the TASER X26P.
3.3.9.2

PROCEDURES

Only those who have satisfactorily completed the Wheaton Police Department’s approved
training course, and/or the manufacturer’s certification course of instruction shall be authorized
to carry the TASER. All officers authorized to carry the TASER shall complete annual in-service
refresher training as required. The TASER will be carried by authorized officers in an approved
holster. All TASERs will be issued at the beginning of the shift and returned at the end of the
shift.
Department members will balance the risks and benefits of a Taser deployment based on several
factors, including , but not limited to: threat to the officer, threat to the subject and the public as
well as the availability of other force options, and the likely outcome of their use. Before Taser
use, Department members should consider the seriousness of the offense and whether Taser
deployment is immediately necessary. When practicable, Department members should avoid the
use of a Taser on subjects who:
1. Are in close proximity of Volatiles or Explosives (gasoline, propane, meth lab, etc.).
2. Are on an elevated position or platform.
3. Are in a water environment unless a rescue plan and personnel are immediately on
scene and ready to respond.
4. Are running or under momentum.
5. Are operating vehicle or machinery.
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6. When certain individuals may be more susceptible to injury such as children, the
elderly, persons of small stature irrespective of age, or those who the officer has
reason to believe are pregnant, equipped with a pacemaker, or in obvious ill health,
unless no other option is available to the officer to resolve the event.
7. When assisting another agency and OC has been deployed, officers shall be prohibited
from deploying the taser to avoid potential flammability conflicts.
Officers equipped with the TASER X26P shall operate the device as prescribed in training. The
decision to deploy the Taser X26P must be reasonable and necessary.
a. Use the minimum force necessary to accomplish lawful objectives;
b. Use force only on those displaying “active aggression” or higher;
c. Give a verbal warning before the use of force;
d. Give subjects a reasonable opportunity to comply before force is used;
e. Immediately cease any force once a subject has surrendered or is captured,
handcuffed, and controlled;
f. Follow “targeting guidelines” when feasible and use a 5-second “window of
opportunity” to restrain and “cuff under power;”
g. Every CEW trigger pull, or 5-seconds of discharge must be justified under the
specific circumstances of the incident.
3.3.9.3

Post deployment procedure

Once the subject has been exposed to the TASER X26P, a paramedic shall be called to the scene.
In cases where the probes have penetrated the subject’s skin, the medics will remove them. The
officer will recover the probes from the medic and follow biohazard protocols for the evidence
submission. When probes do not penetrate the subject’s skin, the probes can be collected by
the officer and stored inside of the used cartridge and booked into evidence. Supervisor
Response: The duty supervisor shall be called to the scene. The supervisor will review the use-offorce as indicated by Use of Force Department Order. Scene processing shall be conducted and
the AFID tags collected if possible. Proper documentation for the use-of-force will be provided
in the narrative portion of the appropriate report.
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3.3.9.4
Storage of TASER X26P and related equipment
The TASER X26P, XP 25 cartridges shall be kept in the armory. All TASER X26P units are to be
signed out and signed back in by the officer fielding the unit. Prior to storing the TASER X26P,
Officer shall remove any cartridge that was attached to the TASER X26P while in their possession.
Downloading of data will be done on the computer in the Training Officer’s office.
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3.4.1

PURPOSE

The purpose of this department order is to establish procedures for the use and reporting of
incidents involving the discharge of firearms. This policy is for internal use only and does not
increase the Department's and/or an officer's civil or criminal liability in any way. Violations of
this policy can only form the basis for departmental administrative actions.
3.4.2

POLICY

It is the policy of this department to resort to the use of a firearm when it reasonably appears
necessary, and generally:
a. An officer may use deadly force to protect himself/herself or others from what
he/she reasonably believes would be an imminent threat of death or serious
bodily injury (See “Use of Force Department Order”).
b. An officer may use deadly force to effect the arrest or prevent the escape of a
suspected felon when the officer has probable cause to believe that the suspect
has committed a forcible felony involving the inflicting or threatened inflicting of
serious bodily injury or death, and the officer reasonably believes that there is an
imminent or future potential risk of serious bodily injury or death to any other
person if the suspect is not immediately apprehended. Under such
circumstances, a verbal warning should precede the use of deadly force, where
feasible (See “Use of Force Department Order”).
c. To stop a dangerous animal, or humanely euthanize an injured animal with
supervisor approval.
Officers are authorized to use deadly force against an animal in circumstances where the
animal reasonably appears to pose an imminent threat to human safety and alternative
methods to neutralize the threat are not reasonably available or would likely be ineffective. The
officer will only euthanize the animal with a firearm and will only do so if a reasonable level of
safety can be maintained.
In circumstances in which officers have sufficient advanced notice that a potentially dangerous
domestic animal (e.g., dog) may be encountered, such as in the serving of a search warrant,
officers should develop reasonable contingency plans for dealing with the animal without the
use of deadly force (e.g., fire extinguisher, Electronic Control Device, OC Spray, etc.).
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Nothing in this policy shall prohibit any officer from resorting to deadly force to control a
dangerous animal if circumstances reasonably dictate that a contingency plan has failed or
becomes impractical.
With the approval of a supervisor, an officer may euthanize an animal that is so badly injured
that human compassion requires its removal from further suffering and where other
dispositions are impractical.
3.4.3

REPORT OF NEGLIGENT WEAPON DISCHARGE

Except during training or recreational use, any member of the Wheaton Police Department who
discharges a weapon accidentally or intentionally, on or off-duty, shall make immediate
notification, as feasible, to the on-duty supervisor. A written memorandum to his/her
supervisor will also be completed and submitted as soon as circumstances permit. If on-duty at
the time of the incident, the member shall holster/make safe the weapon and request the
supervisor to his/her location. If off-duty the officer shall make notification at the time of the
incident, as feasible, and submit a written memorandum no later than the end of the next
regularly scheduled shift or as directed by a supervisor. Supervisors should notify the Deputy
Chief through the chain of command as soon as practical.
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3.5.1
PURPOSE
The purpose of this department order is to promote safety and set forth the procedures for use
of the Department firing range, or other facility utilized for firearms training.
3.5.2

POLICY

It is the mission of the Wheaton Police Department to provide its members with the most
comprehensive and up-to-date firearms training. This department order provides procedures
and safety regulations for use of the department training facility, as well as other shooting
facilities.
3.5.3

RANGE RULES AND REGULATIONS

Firearms Range Safety Rules
a. All weapons will be considered loaded and treated accordingly.
b. At all times weapons will be pointed in a safe direction.
c. When not in use, weapons will be carried unloaded and in the following manner:
a. Handguns will be secured in a holster.
b. Rifles will be carried with an open bolt resting by the sling.
d. No one under the influence of drugs or alcohol will be allowed on the range.
e. No one will use the range without the approval of a supervisor.
f. Only members of the Department will be allowed on the range, unless authorized
by the Chief of Police or the on-duty supervisor.
g. All range commands must be obeyed.
h. In the event of a weapon failure, keep weapon pointed in a safe direction until the
failure is mitigated.
i. Finger must remain outside of the trigger guard until you are on target and ready
to fire.
j. Eye, ear, and ballistic protection will be worn on the range during training.
Safety is every Department member’s responsibility; any unsafe acts on the range will be
immediately reported to the supervising instructor. Serious violations will be reported
immediately to the on-duty supervisor. Violations of the safety rules may result in discipline.
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3.5.4
LOADING AND UNLOADING ANY SEMI-AUTO PISTOL
The loading and unloading of semi-automatic pistols shall be restricted to the below listed
locations only, while at the police facility:
a.
b.
c.
d.

The loading barrel located inside the employee entrance vestibule (south door)
The loading barrel located outside the Investigative Division (east door)
The Range Systems Guardian JR located inside the roll call room
The Department firing range during range operations or supervisory weapon
inspections

When utilizing a loading barrel, the muzzle of the weapon shall be pointed into the round
opening at the center and top of each barrel.
3.5.5

INCENTIVE SHOOT PAY SCALE

Scores from duty weapon qualifications will be reduced to percentages. Incentive shoot pay will
be distributed on a yearly basis and shall be in accordance with the controlling labor
agreement.
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3.6.1

PURPOSE

The purpose of this policy is to establish policy and procedures for the investigation of an incident
in which a person is injured or dies as the result of an officer-involved shooting or dies as a result
of other action of an officer (50 ILCS 727/1-10). Other incidents, such as use of force resulting in
great bodily harm, officer involved fatal motor vehicle crashes, and on-duty sexual assault, shall
be investigated under the guidelines provided in this policy.
3.6.2

DEFINITIONS

Officer-involved death: Any death of an individual that results directly from an action or directly
from an intentional omission, including unreasonable delay involving a person in custody or
intentional failure to seek medical attention when the need for treatment is apparent, of a law
enforcement officer while the officer is on-duty, or otherwise acting within the scope of his/her
employment, or while the officer is off-duty, but performing activities that are within the scope
of his/her law enforcement duties. It also includes any death resulting from a motor vehicle crash,
if the law enforcement officer was engaged in law enforcement activity involving the individual
or the individual's vehicle in the process of apprehension or an attempt to apprehend (50 ILCS
727/1-5).
Officer-involved shooting: Any instance when a law enforcement officer discharges his or her
firearm, causing injury or death to a person or persons, during the performance of his or her
official duties or in the line of duty.
Support Officer: An employee of the Wheaton Police Department selected to accompany the
involved officer in the immediate aftermath of a traumatic event, such as an officer involved
deadly force incident. The purpose of the support officer is to provide assistance, informational
updates, security, and emotional support for the involved officer.
Officer involved criminal sexual assault: Any alleged violation of Section 11-1.20, 11-1.30, 111.40, 11-1.50, or 11-1.60 of the Criminal Code of 2012 while an officer is on duty.
Outside Investigating Agency: A law enforcement agency requested by the Chief of Police to
conduct an independent investigation of the incident involving the officer. The primary outside
investigative agency will be the Metropolitan Emergency Response and Investigations Team
Public Integrity Team (PIT). The MERIT PIT will investigate the following incidents: Officerinvolved shooting, fatal and non-fatal; Officer-involved death; In-custody death; Motor vehicle
crashes involving police officers where death is imminent or likely; On-duty officer involved
criminal sexual assault; Certain cases of use of force resulting in great bodily harm.
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Lead Investigator: The investigator designated by the Outside Investigating Agency to conduct
an independent investigation of the officer involved death or use of deadly force incident. No
investigator involved in an officer involved death investigation may be employed by the law
enforcement agency that employs the officer involved in the officer involved death. The lead
investigator shall be a person certified by the Illinois Law Enforcement Training Standards Board
as a Lead Homicide Investigator, as required by 50 ILCS 727/1-10 (b).
Public Safety Statement: A limited set of predetermined questions asked by a supervisor and
answered by an involved officer at the scene of a use of deadly force incident. The purpose of
the Public Safety Statement is to provide basic information necessary to provide immediate
medical care, protect the public, locate witnesses and/or suspects, identify evidence, and to
secure the crime scene. See Appendix A.
3.6.3

TYPES OF INVESTIGATIONS

Officer-involved shootings and deaths involve several separate investigations. The investigations
may include:
a. A criminal investigation of the suspect's actions.
b. A criminal investigation of the involved officer's actions.
c. An administrative investigation as to policy compliance by involved officers.
d. A civil investigation to determine potential liability.
3.6.4

CONTROL OF INVESTIGATIONS

The control of investigations for incidents identified in this department order shall be conducted
by an outside investigating agency. As a Metropolitan Emergency Response and Investigations
Team Member Agency, the Wheaton Police Department shall request the MERIT Public Integrity
Team (PIT) to investigate Officer-involved shootings (fatal and non-fatal) Officer-involved death;
In-custody death; Motor vehicle crashes involving police officers where death is imminent or
likely; On-duty officer involved criminal sexual assault; and certain cases of use of force resulting
in great bodily harm.
When the team is activated, MERIT PIT will investigate the actions of the officers involved, as
well as the underlying crime leading up to the critical incident.
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The Wheaton Police Department shall conduct the administrative investigation as to policy
compliance by involved officers, as well as any civil investigation to determine potential liability.
3.6.5

THE INVESTIGATION PROCESS

Officers at the scene of an officer involved shooting and/or death incident shall take those
measures that are reasonably feasible and appropriate to protect the community, the other
individual(s) involved, the safety of the officers and to preserve evidence essential to the
investigation. The following guidelines are used in the investigation of an officer-involved
shooting.
3.6.5.1

INVOLVED OFFICER RESPONSIBILITIES
a. Notify DuComm and the on-duty supervisor of the incident.
b. Assess the scene for injuries to officers and others. Render first aid when safe to
do so.
c. Request additional police units and EMS response. Inform responding units of the
safest approach to the scene.
d. Direct the actions of responding units until relieved by the supervisor or another
responding officer.
e. If able, secure the scene and suspect with the assistance of responding units.
f. Protect evidence at the scene.
g. Provide a public safety statement to the on-scene supervisor.
h. Each law enforcement officer who is involved in a shooting must submit to drug
and alcohol testing; and the drug and alcohol testing must be completed as soon
as practicable after the officer involved shooting but no later than the end of the
involved officer’s tour of duty (50 ILCS 727/1-25).
i.

Any request for legal or union representation will be accommodated.
1. Involved WPD officers shall not be permitted to meet collectively or in a
group with an attorney or any representative prior to providing a formal
interview or report.
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2. Requests from involved non-WPD officers should be referred to their
employing agency.
a. Discussions with licensed attorneys will be considered privileged as
attorney-client communications.
b. Discussions with agency representatives/employee groups will be
privileged only as to the discussion of non-criminal information.
j.

Although the Department will honor the sensitivity of communications with peer
counselors, there is no legal privilege to such communications. Peer counselors
are cautioned against discussing the facts of any incident with an involved or
witness officer.

k. Care should be taken to preserve the integrity of any physical evidence present
on the involved officer's equipment or clothing, such as blood, fingerprints) until
investigators or evidence technicians can properly retrieve it.
3.6.5.2

UNINVOLVED OFFICER RESPONSIBILITIES
a. Secure the scene and identify and eliminate hazards for all those involved.
b. Take reasonable steps to obtain emergency medical attention for injured
individuals.
c. Request additional resources from the Department or other agencies.
d. Coordinate a perimeter or pursuit of suspects.
e. Check for injured persons and evacuate as needed.
f. Remain with the involved officer(s).
g. Brief the supervisor upon arrival.

3.6.5.3

SHIFT SERGEANT/OIC DUTIES

Upon learning of an officer-involved shooting, the Shift Sergeant/OIC shall be responsible for
coordinating all aspects of the incident until relieved by a higher- ranking officer.
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a. Respond to the scene and assume the role of Incident Commander. Begin scene
stabilization.
b. Broadcast the status of the scene and relevant updates when safe to do so.
c. Request additional manpower, if needed.
d. Coordinate the search and apprehension of any suspect(s) at-large.
e. Coordinate first aid and EMS response.
f. Establish an inner and outer perimeter.
g. Establish a crime scene log.
h. Identify and separate the involved officer(s). Obtain a separate Public Safety
Statement from each involved officer, utilizing the Wheaton Police Department
Public Safety Statement form. See Appendix A.
1. Unless the supervisor determines clarification of an officer’s response is
necessary, the supervisor will not ask the officer additional questions. See
Appendix A.
2. Involved officer should be advised to refrain from discussing the incident with
anyone except:
a. Supervisor requesting a Public Safety Statement.
b. Officer’s attorney, counselor, clergy, or immediate family.
i.

Coordinate notification of the Lieutenants of Operation, Lieutenant of Support,
Deputy Chief of Operations, Deputy Chief of Support and the Chief of Police.

j.

Relieve the involved officer(s) of on scene duties when reasonable and safe to do
so. Remove the involved officer(s) from the scene as soon as possible. The
supervisor shall coordinate photographs of the officer’s clothing and physical
condition, prior to leaving the scene.

k. Assign a support officer to accompany the involved officer at all times.
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l.

If injured, coordinate the transport of the involved officer(s) to the hospital for
medical treatment.
1. The Supervisor shall request that the involved officer(s) be transported to a
different hospital than the suspect, if applicable.
2. If there is more than one involved officer, they shall be transported separately.
3. If transported by squad car, the officer should be transported in the front seat.

m. Coordinate the transport of the suspect/s to the hospital for medical treatment, if
necessary.
1. The supervisor shall request that the suspect(s) be transported to a different
hospital than the involved officer(s) wherever practicable.
2. Assign an officer to stay with the suspect.
3. The assigned officer shall not interview the suspect(s), but shall note any
voluntary, spontaneous statements made in the officer’s presence.
4. The assigned officer shall identify and secure evidence, including the suspect’s
clothing, until relieved by an Evidence Technician.
n. Identify and secure evidence. Unless otherwise directed, the Wheaton Police
Department shall not process the scene for evidence unless the evidence would
be lost or destroyed if not immediately preserved or processed. Evidence
collection, processing and storage shall be conducted MERIT.
o. Identify and secure all sources of squad car and/or body mic audio and video
recording of the incident.
p. Secure any weapon(s) used by the officer involved in the use of force. Items
collected may include the officer’s duty firearm, duty rig, and any secondary
weapons.
1. Equipment shall be recovered from the involved officer/s out of public view
where practicable.
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2. If a duty firearm is secured as evidence, a replacement shall be furnished to
the involved officer/s as soon as possible, as determined by the Chief of Police.
3. Any other duty-related equipment retained as evidence shall be replaced or
returned by the department, if appropriate, as determined by the Chief of
Police.
q. Identify and separate witnesses.
1. First responders should refrain from conducting witness interviews.
2. Consideration should be given to transporting witnesses voluntarily to the
police department to await interview. Witness’ cellular phone/device should
be collected and secured until investigators approve the return of the device.
3. If a witness must leave, officers should obtain detailed contact information
and inform the witness that they will be contacted at a later time for an
interview.
Any and all of the aforementioned situations shall be reviewed with the MERIT PIT Commander.
3.6.6

NOTIFICATIONS

The following person(s) shall be notified as soon as practical:
a. Chief
b. Deputy Chiefs
c. Lieutenants
d. MERIT Public Integrity Team (to include the DuPage County State’s Attorney’s Office)
e. Coroner (if necessary)
f. Officer representative (if requested)
All outside inquiries about the incident shall be directed to the Public Information Officer.
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3.6.7

CRIMINAL INVESTIGATION

The MERIT PIT is responsible for the criminal investigation into the circumstances of
any officer-involved shooting or death. If requested, any involved officer will be afforded the
opportunity to consult individually with a representative of their union and/or an attorney prior
to speaking with investigators. However, in order to maintain the integrity of each involved
officer’s statement, involved officers shall not consult or meet with a representative or an
attorney collectively or in groups prior to being interviewed. PIT will arrange for interviews with
involved officers after a rest period. Normally, officers will not be interviewed by PIT
investigators unless they have recorded two sleep cycles or a minimum of 48 hours. Individual
circumstances may differ if, after consulting with their legal counsel, the officer determines they
can provide an accurate and complete statement.
PIT investigators will work with MERIT evidence technicians to process any crime scenes and
recover any evidence from involved officers, to include their weapons. PIT investigators will
conduct any canvass or questioning of witnesses. The Wheaton Police Department will not be
directly involved in any part of the critical incident investigation.
In the event the incident requires the need for crash reconstruction services, a certified Crash
Reconstructionist not employed with the Wheaton Police Department will be provided by MERIT.
3.6.8

ADMINISTRATIVE INVESTIGATION

In addition to all other investigations associated with an officer-involved shooting or death,
this Wheaton Police Department will conduct an internal administrative investigation of involved
WPD officers to determine whether the actions of the officer(s) in utilizing deadly force complied
with the department orders of the Wheaton Police Department. This investigation will be
conducted by the Deputy Chief of Support or his/her designee. Typically, the administrative
investigation will not begin until several days after PIT has initiated the criminal investigation.
The Deputy Chief of Support, or his/her designee, shall be responsible for the Use of Force
Supervisory Review.
Interviews of members shall be subject to department policies and applicable laws (see 50 ILCS
725/1 et seq.). If any officer has voluntarily elected to provide a statement to criminal
investigators, the Deputy Chief of Support, or his/her designee, should review that statement to
obtain the necessary information. If a further interview of the officer is deemed necessary to
determine policy compliance, care should be taken to limit the inquiry to new areas with minimal,
if any, duplication of questions addressed in the voluntary statement.
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The involved officer shall be provided with a copy of his/her prior statement before proceeding
with any subsequent interview(s). In the event that an involved officer has elected to not provide
criminal investigators with a voluntary statement, the Deputy Chief of Support, or his/her
designee, shall conduct an administrative interview to determine all relevant information for the
administrative investigation.
Although this interview should not be unreasonably delayed, care should be taken to ensure that
the officer’s physical and psychological needs have been addressed before commencing the
interview.
The interview shall take place at the Wheaton Police Department and be conducted at a
reasonable time of day and during the time when the officer is on duty as operational
requirements and the nature of the incident permit. The interview shall be of reasonable
duration and allow for reasonable periods of rest and personal necessities of the officer (50 ILCS
725/3.1; 50 ILCS 725/3.3; 50 ILCS 725/3.5).
The officer shall not be subject to professional or personal abuse, including offensive language
(50 ILCS 725/3.6).
If requested, the officer shall have the opportunity to select an uninvolved representative to be
present during the interview and shall inform the WPD of any person who will be present on
his/her behalf (50 ILCS 725/3.4; 50 ILCS 725/3.9). The officer shall have the right to be
represented by counsel and may request counsel at any time before or during the interview and
shall have a reasonable time and opportunity to obtain counsel (50 ILCS 725/3.9). However, in
order to maintain the integrity of each individual officer's statement, involved officers shall not
consult or meet with a representative or attorney collectively or in groups prior to being
interviewed.
A complete record of the administrative interview shall be made, and a complete transcript or
copy shall be made available to the officer without charge and without undue delay. Such record
may be electronically recorded (50 ILCS 725/3.7). The officer may also record the interview.
If an officer refuses to answer questions, he/she should be given his/her Garrity rights in writing
and ordered to provide full and truthful answers to all questions. The officer shall be informed
that the interview will be for administrative purposes only and that the statement cannot be used
criminally (50 ILCS 725/3.8).
The Deputy Chief of Support, or his/her designee, shall compile all relevant information and
reports necessary for the Department to determine compliance with applicable orders.
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Regardless of whether the use of force is an issue in the case, the completed administrative
investigation shall be submitted to the Chief of Police, who will restrict his/her findings as to
whether there was compliance with the Use of Force Department Order. Any other indications
of potential policy violations shall be determined in accordance with standard disciplinary
procedures.
The Deputy Chief of Police, or his/her designee, will take reasonable steps to avoid interfering
with the outside criminal investigation conducted under the requirements of 50 ILCS 727/1-10
(50 ILCS 727/1-15).
3.6.9

AUDIO AND VIDEO RECORDINGS

Any officer involved in a shooting or death may be permitted to review available in squad
audio/video, body-worn video, or other video or audio recordings prior to providing a recorded
statement or completing reports.
Upon request, non-law enforcement witnesses who are able to verify their presence and their
ability to contemporaneously perceive events at the scene of an incident may also be permitted
to review available MAV, body-worn video, or other video or audio recordings with approval of
assigned investigators or a supervisor.
Any in squad audio/video, body-worn and other known video or audio recordings of an incident
should not be publicly released during an ongoing investigation without consulting the
prosecuting attorney or City’s Attorney’s Office as appropriate.
3.6.10

MEDIA RELATIONS

Any media release shall be prepared with input and concurrence from the supervisor from each
phase of the investigation. In the event of inquiries from the media, the Deputy Chief of Support
shall be the point of contact for such inquiries.
No other member of the Wheaton Police Department shall make any comment to the media
unless he/she is authorized by the Chief of Police or Deputy Chief of Support.
Department members receiving inquiries regarding officer-involved shootings or deaths
occurring in other jurisdictions shall refrain from public comment and will direct those inquiries
to the agency having jurisdiction and primary responsibility for the investigation.
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3.6.11

DEBRIEFING

Following an officer-involved shooting or death, the Wheaton Police Department should
conduct a tactical debriefing and provide for critical incident counseling.
3.6.11.1

Tactical Debriefing

A tactical debriefing should take place to identify any training or areas of policy that need
improvement. The Chief of Police or the authorized designee should identify the appropriate
participants. This debriefing should not be conducted until all involved members have provided
recorded or formal statements to criminal and/or administrative investigators.
3.6.11.2

Critical Incident Counseling

Officers involved in deadly force encounters may experience significant emotional and mental
strain. Therefore, any employee directly associated with an officer-involved shooting shall be
required to undergo a critical incident de-briefing provided by a qualified mental health
psychiatrist or psychologist. The initial counseling session will commence as soon as practical
after the event. The psychiatrist or psychologist conducting the counseling will only be required
to make recommendations to the Chief of Police pertaining to the officer’s duty status,
assignment, or the need for continual counseling.
3.6.11.3

Fitness for Duty Evaluation

The Chief of Police may direct an officer involved in a critical incident for a fitness for duty
evaluation if a fact-specific duty-related threshold is met as outlined in the Americans with
Disabilities Act of 1991 (42 U.S.C. § 12112(d)(4)(A); 29 C.F.R. § 1630.14(C)).
3.6.12.1

CIVIL LIABILITY RESPONSE

A member of this department may be assigned to work exclusively under the direction of the
legal counsel for the Department to assist in the preparation of materials deemed necessary in
anticipation of potential civil litigation. All materials generated in this capacity shall be
considered attorney work product and may not be used for any other purpose. The civil liability
response is not intended to interfere with any other investigation but shall be given reasonable
access to all other investigations.
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3.6.11.1

REPORTING

The Deputy Chief of Operations will ensure that the Records Supervisor is provided with enough
information to meet the reporting requirements for any officer-involved shooting or death that
qualifies to be reported to the Department of State Police (50 ILCS 709/5-12).
The Wheaton Police Department will also provide the data associated with use-of-force
incidents that meet the FBI’s criteria for submittal into the National Use-of-Force Data
Collection. The goal of the resulting statistics is not to offer insight into single use-of-force
incidents but to provide an aggregate view of the incidents reported and the circumstances,
subjects, and officers involved. Statistical reports emphasize the collective nature of the data
and do not assess whether the officers involved in use-of-force incidents acted lawfully or
within the bounds of department policy.
3.6.12

LIST OF ASSOCIATED APPENDIXES

Appendix A: Supervisor’s Public Safety Questions on the Scene of a Deadly Force Incident
Appendix B: Supervisor Checklist
Appendix C: What to Do, and What to Expect, When You Are Involved in a Use of Deadly
Force Incident
Appendix D: Officer-Involved Shooting Post-Incident Drug and Alcohol Testing Notification Form
Appendix A
Supervisor’s Public Safety Questions on the Scene of a Deadly Force Incident
Officer, we are required by policy to complete a public safety statement. Due to the immediate
need to take action, you do not have the right to wait for legal or union representation before
answering these limited questions.
1. Are you injured?
2. If you know of anyone who was injured, what is his or her location?
3. In what direction did you fire your weapon/s?
4. If any suspects are at large, what are their descriptions?
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5. What was their direction of travel?
6. How long ago did the suspect/s flee?
7. For what crimes are they wanted for?
8. With what weapons are they armed?
9. Does any evidence need to be preserved?
10. Where is the evidence located?
11. Did you observe any witnesses?
12. Where are the witnesses?
Officer, in order to preserve the integrity of your statement, I order you not to discuss this
incident with anyone, including other supervisors or staff. You are directed to speak to your legal
representative prior to making any further statements regarding this incident.
Appendix B
Supervisor’s Checklist
Investigation of Officer Involved Deadly Force Incidents
1.

Respond to the scene and assume role of Incident Commander

2.

Assess the scene upon arrival. Broadcast the status of the scene and relevant
updates when safe to do so

3.

Request additional manpower. Inform additional responding units of the safest
approach to the scene

4.

Coordinate the response of additional units, announce a safe approach to the
scene

5.

Coordinate the search and apprehension of any suspects at-large

6.

Coordinate first aid and EMS response
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7.

Secure the scene. Establish an inner and outer perimeter. Utilize crime scene tape,
cones, barricades, and post officers as needed

8.

Assign an officer to establish a Crime Scene Log

9.

Identify and separate the involved officer/s. Obtain a separate Public Safety
Statement from each involved officer. Unless clarification of an officer’s response
is necessary, do not ask the officer additional questions

10.

Advise officers to refrain from discussing the incident with anyone except:
a. Supervisor requesting a Public Safety Statement
b. Officer’s attorney, counselor, clergy, or immediate family

11.

Initiate a Chief’s page for notifications: All Lieutenants, Deputy Chief of
Operations, Deputy Chief of Support Services, and the Chief of Police. Relieve the
involved officer/s of on scene duties when reasonable and safe to do so. Remove
the involved officer/s from the scene as soon as possible. Assign a support officer
to accompany the involved officer at all times

12.

Coordinate the transport of the involved officer/s to the hospital for medical
treatment, if injured.
a. Request that officer/s be transported to a different hospital than the suspect
b. If there is more than one involved officer, they shall be transported separately
c. If transported by squad car, the officer should be transported in the front seat

13.

Officers involved in a deadly force incident or other high stress event may
experience the following symptoms;
a. A sense of slow motion, caused by accelerated thought process
b. A sense of detachment, including auditory exclusion
c. Tunnel vision
d. A skewed sense of time and space relation

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

OFFICER INVOLVED SHOOTING 3.6
e. Nausea or vomiting
f. Involuntary bodily functions
g. Speech impairment
h. Uncontrollable crying
i.

Shock

j.

Guilt

k. Anger
l.
14.

Disbelief
Coordinate the transport of the suspect/s to the hospital for medical treatment, if
necessary

a. Request that the suspect/s be transported to a different hospital than the
officer/s
b. Assign an officer to stay with the suspect
c. Advise the assigned officer to not interview the suspect/s, but note any voluntary,
spontaneous statements made in the officer’s presence
d. The assigned officer shall identify and secure evidence, including the suspect’s
clothing, until relieved by an Evidence Technician
15.

Identify and secure evidence. Unless otherwise directed, the Wheaton Police
Department shall not process the scene for evidence unless the evidence would
be lost or destroyed if not immediately preserved or processed. Evidence
collection and processing shall be conducted in cooperation with the Outside
Investigating Agency

16.

Identify and secure all sources of squad car and/or body mic audio and video
recording of the incident
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17.

Secure any weapon/s used by the officer involved in the use of force. Items
collected may include the officer’s duty firearm, duty rig, and any secondary
weapons
a. If the weapon is secured in a holster, do not remove it. Leave the weapon secured
in a holster and collect the entire duty rig. Evidence technicians will remove the
weapon for processing at the direction of the lead investigator
b. If equipment is collected from multiple officers, it must be secured in separate
locations
c. Recovered equipment from officer/s out of public view
d. If a duty firearm is secured as evidence, a replacement shall be furnished to the
involved officer/s as soon as possible, as determined by the Chief of Police

18.

Identify and separate witnesses
a. First responders should refrain from conducting witness interviews. Once
identified, interviews shall be conducted at the direction of the Lieutenant of
Investigations, in cooperation with the Outside Investigating Agency
b. Consideration should be given to transporting witnesses voluntarily to the police
department to await interview
c. If a witness must leave, officers should obtain detailed contact information and
inform the witness that they will be contacted at a later time for an interview

Appendix C
What to Do, and What to Expect, When You Are Involved in a Use of Deadly Force Incident
The Wheaton Police Department Investigation of Officer Involved Deadly Force Incidents written
directive was designed to provide guidelines for investigating the circumstances surrounding a
serious use of force incident that results in great bodily harm or death.
An officer who has been involved in a use of deadly force incident must perform numerous tasks
under very emotional conditions. To ensure the safety of fellow officers and the public, as well
as to minimize the stress encountered by the involved officer/s, the department has prepared a
summary of what involved officers should do and expect when a use of deadly force incident
occurs.
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1.

Notify DuComm, request assistance and broadcast information needed to
establish control and containment of the scene. Identify safe response routes and
dangers that responding officers may face from armed and/or hostile persons

2.

After your safety and that of others is established, render aid to injured parties
and summon medical attention

3.

Broadcast information and descriptions that will aid in capturing any suspects still
at large

4.

Advise DuComm to immediately notify the Shift Supervisor. If outside of Wheaton,
communications shall immediately notify the agency having jurisdiction

5.

Remain on the scene until the arrival of a supervisor or other competent authority.
However, you may be removed from the scene to receive emergency medical
treatment

6.

Take steps to preserve evidence. For example, do not handle the suspect's
weapon/s unless it is necessary for safety reasons. If it is necessary to secure a
weapon, protect it from contamination

7.

If the incident involved the discharge of your firearm, after the scene is deemed
safe, holster your weapon. You will be asked to provide your weapon, duty rig
(with all attached/included equipment) and possibly other police equipment to a
designated supervisor or evidence technician so it can be submitted for forensic
examination and testing. Any backup firearms will also be collected. These
procedures are necessary to obtain ballistics tests and to begin addressing
potential defense attorney strategies. You will be provided replacement
equipment as quickly as possible

8.

Unless superseded by medical necessity, ensure your uniform is left in the same
condition so it can be photographed, and any items of evidence can be collected.
The lead investigator will determine the evidentiary value of the involved officer’s
clothing and necessity for photography and collection. Additional items and/or
equipment may be photographed and collected if determined to be of evidentiary
value
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9.

You will be asked by the first supervisor on scene to provide a brief Public Safety
Statement to determine the size of the scene and obtain descriptions of involved
parties. This basic information will be needed to properly focus the investigation
and provide for public safety

10.

DO NOT discuss the incident with persons not directly involved in the
investigation. You will be transported from the scene as soon as practicable. Until
this is accomplished, remember that your comments will come under scrutiny

11.

The Supervisor will ensure all first-aid and medical assistance is/has been
provided

12.

The Supervisor will direct personnel to establish an inner and outer perimeter.
He/she will also direct personnel to secure and protect the scene for evidence
processing. Personnel will be deployed to identify witnesses. Witnesses will be
controlled and segregated until they can be interviewed by assigned investigators

13.

A command post will be established, and any involved officer(s) will be separated
and moved to a private location away from the public or press. Once the
supervisor obtains a public safety statement there will be a delay before
interviews can be arranged

14.

Expect to experience emotional stress. This is absolutely normal. By anticipating
that you will be involved in a life-threatening event at some point in your career
and preparing mentally and physically for it will help lessen the trauma. You are
likely to experience one or more of the following physiological reactions:
a. A sense of slow motion, caused by accelerated thought process
b. A sense of detachment, including auditory exclusion
c. Tunnel vision
d. A skewed sense of time and space relation
e. Nausea or vomiting
f. Involuntary bodily functions
g. Speech impairment
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h. Uncontrollable crying
i.

Shock

j.

Guilt

k. Anger
l.
15.

Disbelief
A support officer (a friend if possible) will be assigned to you to provide assistance
emotional support. The support officer will accompany you at all times. The
purpose of the support officer is to provide you with assistance, informational
updates, security, and emotional support. You should not discuss the details of
the incident with the support officer. Any conversation you have with fellow
officers is not protected and could be subject to the discovery process.

The Chief of Police will likely request the assistance of DuPage MERIT to conduct an investigation
of the use of force. The purpose of this is to ensure a fair, objective, and timely review of the
incident.
There are three investigative components to a use of deadly force incident that results in great
bodily harm or death.
1. Criminal Investigation of the Suspect/s - The criminal investigation of the suspect/s
and of the criminal activity leading up to the use of deadly force shall be conducted
by DuPage MERIT, in cooperation with the DuPage County State’s Attorney’s office,
or as otherwise directed by the Chief of Police or designee.
2. Independent Investigation of the Use of Deadly Force - In the event of a deadly force
incident resulting in great bodily harm or death, the Chief of Police, or designee, shall
request the assistance of an Outside Investigating Agency. When practicable, this
agency will request the assistance of MERIT Public Integrity Team.
3.

Administrative Review - The purpose of the administrative review of a deadly force
incident is to determine if the actions of the involved officer/s conformed to Wheaton
Police Department policies, procedures, rules, and regulations. The administrative review
of a deadly force incident shall not impede the criminal investigation of the suspect/s, or
any outside agency’s independent investigation of the use of deadly force. The Wheaton
Police Department will conduct its administrative review in cooperation with the Outside
Investigating Agency. The Chief of Police may direct any involved officer/s to provide a
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statement during an administrative review of a deadly force incident. The administrative
review may not require the taking of statements, based upon the results of the outside
agency’s use of force investigation.
The activities of the Deadly Force Review Committee, when appropriate, shall be guided by the
advice, counsel, and input of the City Attorney, outside legal counsel, the DuPage County State’s
Attorney’s Office, and the Outside Investigating Agency.
Investigators will conduct interviews of all witnesses and involved persons. The department will
make every effort to allow the involved officer/s a minimum of two sleep cycles prior to being
interviewed.
Prior to any interview you will have the opportunity to speak with an attorney and/or a
representative of the Labor Council or union representative.
You may be asked by the Outside Investigating Agency to participate in a "walk-through" of the
scene as part of your interview process. The purpose of the walk-through is to refresh your
memory, clarify statements, and to identify items of evidentiary value.
At some point you may be ordered to answer questions as a part of the Department's
Administrative Review (not related to the Criminal Investigation or the Interview pursuant to the
Use of Force Investigation).Your attorney can clarify any issues related to the Peace Officer’s Bill
of Rights or the 'Garrity' Decision.
Subsequent to an incident involving deadly force that results in great bodily harm or death, you
will be placed on an Administrative Leave of Absence, pursuant to Written Directive 4.2.3;
Administrative Leave is not an indication of wrongdoing. It is intended to ensure your physical
and/or emotional needs are met. Upon return, your duties may be temporarily restricted or
altered.
Any officer involved in a use of force incident that results in the great bodily harm or death will
be required to attend a counseling session with a department approved licensed psychologist or
psychiatrist. When practicable, this will occur within 24 hours of the incident.
1.

The reason for this session is to allow you an opportunity to discuss the incident

2.

All matters discussed in this session are of a confidential nature

3.

Following the counseling session, the psychologist or psychiatrist will make
recommendations to the Chief of Police addressing the following issues:
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a. The length of time you should be placed on Administrative Leave
b. The length of time you should be placed on Administrative Duty
c. The need for you to attend additional counseling sessions in relation to the
incident
d. When you should be returned to active duty
Your family members and any officers present during the serious use of force incident shall also
be made aware of available counseling. They will be encouraged to take advantage of those
resources.
A voluntary critical incident stress debriefing will be offered to all employees who were involved
in the incident.
The serious use of force incident will be reviewed by any number of local, state, and federal
entities. These agencies may include, but are not limited to: The Coroner's Office, Grand Jury,
State's Attorney's Office, The Justice Department, and the Attorney General's Office.
You may be sued by any injured party or the family. This process could last several years.
Members of the investigative team will not be at liberty to discuss the case with you. Do not
interpret this as being at fault. The integrity of the case must be maintained; as with any
investigation, the details cannot be disclosed until it is resolved.
Because of your experience, you may be asked for advice and insight by others. Officers who have
been involved in similar incidents suggest that one way to avoid having to repeatedly recount the
event is to reply that you have been ordered not to discuss the incident. Anticipate that some
officers and civilians alike might make insensitive statements.

Appendix D
Officer-Involved Shooting Post-Incident Drug and Alcohol Testing Notification Form
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To:
From:
Date:
Re: Mandatory Drug and Alcohol Testing Pursuant to 50 ILCS 727/1-25
Pursuant to 50 ILCS 727/1-25, and Wheaton Police Department Written Directive 4.2.6, you are
hereby notified that you are ordered to submit to drug and alcohol testing “as soon as practicable
after the officer-involved shooting but no later than the end of the involved officer’s tour of
duty.” Failure to comply with this order may result in disciplinary action.

Employer/Designee Signature

Employee Signature Date and Time

Witness
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4.1.1

PURPOSE

The City of Wheaton’s Director of Human Resources will maintain current job descriptions
covering all employees. Each employee has available, upon request, the job description of
his/her job, and a job description for each job within the department.
Supervisory personnel will conduct a documented review of all job descriptions for their
personnel, as directed by the Chief of Police. Any recommendations for changes to job
descriptions will be submitted to the Chief of Police for approval. Approved revisions will then
be forwarded to the Director of Human Resources to maintain the job description.
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4.2.1
PURPOSE
The Chief of Police shall direct all in-house activities relating to planning and research. These
areas include, but are not limited to:
1. Budget development is the responsibility of the Deputy Chiefs. It is done annually
and planned for a projection period of five years.
2. Control of all department forms is the responsibility of the Deputy Chief of Support
Services. The Administrative Sergeant assigned as to the Patrol Division has
responsibility to maintain the proper level of forms on hand.
3. Grant research and administration is the responsibility of the City Grant Coordinator.
Specific grant management is assigned to the Deputy Chief of Support Services. It is
done on an as needed basis where grants become available to benefit the needs of
the Department.
4. Operational planning is a function controlled by the Deputy Chief of Operations.
Day-to-day activities and special events are conducted to ensure proper manpower
coverage.
5. Traffic analysis is conducted by personnel assigned to the Traffic Unit.
6. Special events planning is an operations function assigned to one of the members of
the Command Staff. This is done to coordinate manpower coverage for community
events within the City of Wheaton.
7. Emergency contingency planning is an operational function responsibility assigned
to one of the Operations Lieutenants. This planning is coordinated with other City
Departments, law enforcement agencies, or internally within the Wheaton Police
Department.
8. Information management for reports is an administrative function assigned to the
Services Supervisor.
4.2.2

OUTSIDE PLANNING ASSISTANCE

Some areas require specialized assistance, and the Police Department has limited access to
those resources. Specialized assistance will be directed by the Chief of Police, or his/her
designee, on an as needed basis when the planning falls into these specialized areas.
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4.3.1

PURPOSE

This policy is intended to prevent department members from being subjected to discrimination
or sexual harassment.
4.3.2

POLICY

The Wheaton Police Department is an equal opportunity employer and is committed to
creating and maintaining a work environment that is free of all forms of discriminatory
harassment, including sexual harassment and retaliation. The Department will not tolerate
discrimination against members in hiring, promotion, discharge, compensation, fringe benefits
and other privileges of employment. The Department will take preventive and corrective action
to address any behavior that violates this policy or the rights it is designed to protect.
The non-discrimination policies of the Department may be more comprehensive than state or
federal law. Conduct that violates this policy may not violate state or federal law but still could
subject a member to discipline.
4.3.3

DISCRIMINATION PROHIBITED

The Department prohibits all forms of discrimination, including any employment-related action
by a member that adversely affects an applicant or member and is based on race, color,
religion, sex, age, national origin or ancestry, genetic information, disability, military service,
sexual orientation, pregnancy, and other classifications protected by law.
Discriminatory harassment, including sexual harassment, is verbal or physical conduct that
demeans or shows hostility or aversion toward an individual based upon that individual’s
protected class. It has the effect of interfering with an individual’s work performance or
creating a hostile or abusive work environment. Conduct that may, under certain
circumstances, constitute discriminatory harassment, can include making derogatory
comments, crude and offensive statements or remarks; making slurs or off-color jokes;
stereotyping; engaging in threatening acts; making indecent gestures; pictures, cartoons,
posters, or material; making inappropriate physical contact; or using written material or
department equipment and/or systems to transmit or receive offensive material, statements,
or pictures. Such conduct is contrary to department policy and to the department’s
commitment to a discrimination free work environment.
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4.3.4

SEXUAL HARASSMENT

The Department prohibits all forms of discrimination and discriminatory harassment, including
sexual harassment. It is unlawful to harass an applicant or a member because of that person’s
sex. Sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for
sexual favors or other verbal, visual or physical conduct of a sexual nature when:
a. Submission to such conduct is made either explicitly or implicitly a term or condition
of employment, position, or compensation.
b. Submission to, or rejection of, such conduct is used as the basis for any employment
decisions affecting the member.
c. Such conduct has the purpose or effect of substantially interfering with a member's
work performance or creating an intimidating, hostile or offensive work
environment.
4.3.5

ADDITIONAL CONSIDERATIONS

Discrimination and discriminatory harassment do not include actions that are in accordance
with established rules, principles, or standards, including:
a. Acts or omission of acts based solely upon bona fide occupational qualifications
under the Equal Employment Opportunity Commission and Illinois Department of
Human Rights guidelines.
b. Bona fide requests or demands by a supervisor that a member improve his/her work
quality or output, that the member report to the job site on time, that the member
comply with City or departmental rules or regulations, or any other appropriate
work-related communication between supervisor and member.
4.3.6

RETALIATION

Retaliation is treating a person differently or engaging in acts of reprisal or intimidation against
the person because he/she has engaged in protected activity, filed a charge of discrimination,
participated in an investigation or opposed a discriminatory practice. Retaliation will not be
tolerated.
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4.3.7

RESPONSIBILITIES

This policy applies to all department personnel. All members shall follow the intent of these
guidelines in a manner that reflects department policy, professional law enforcement standards
and the best interest of the Department and its mission. Members are encouraged to promptly
report any discriminatory, retaliatory, or harassing conduct or known violations of this policy to
a supervisor. Any member who is not comfortable with reporting violations of this policy to
his/her immediate supervisor may bypass the chain of command and make the report to a
higher-ranking supervisor or manager. Complaints may also be filed with the Chief of Police,
Human Resources Director, or the City Manager.
Any member who believes, in good faith, that he/she has been discriminated against, harassed,
subjected to retaliation, or who has observed harassment or discrimination, is encouraged to
promptly report such conduct in accordance with the procedures set forth in this department
order.
Supervisors and managers receiving information regarding alleged violation of this policy shall
determine if there is any basis for the allegation and shall proceed with resolution as stated
below.
4.3.7.1

SUPERVISOR RESPONSIBILITY

Each supervisor and manager shall:
a. Continually monitor the work environment and strive to ensure that it is free from
all types of unlawful discrimination, including sexual harassment or retaliation.
b. Take prompt, appropriate action within their work units to avoid and minimize the
incidence of any form of discrimination, harassment, or retaliation.
c. Ensure their subordinates understand their responsibilities under this policy.
d. Ensure that members who make complaints or who oppose any unlawful
employment practices are protected from retaliation and that such matters are kept
confidential to the extent possible.
e. Notify the Chief of Police or Employee Relations Director in writing of
the circumstances surrounding any reported allegations or observed acts of
discrimination, harassment, or retaliation no later than the next business day.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

DISCRIMINATORY HARASSMENT 4.3
4.3.7.2

SUPERVISOR’S ROLE

Because of differences in individual values, supervisors and managers may find it difficult to
recognize that their behavior or the behavior of others is discriminatory, harassing, or
retaliatory.
Supervisors and managers shall be aware of the following considerations:
a. Behavior of supervisors and managers should represent the values of the
Department and professional law enforcement standards.
b. False or mistaken accusations of discrimination, harassment or retaliation can have
negative effects on the careers of innocent members.
c. Supervisors and managers must act promptly and responsibly in the resolution of
such situations.
d. Supervisors and managers shall make a timely determination regarding the
substance of any allegation based upon all available facts.
Nothing in this section shall be construed to prevent supervisors or managers from discharging
supervisory or management responsibilities, such as determining duty assignments, evaluating,
or counseling members or issuing discipline, in a manner that is consistent with established
procedures.
4.3.8

INVESTIGATION OF COMPLAINTS

Various methods of resolution exist. During the pendency of any such investigation, the
supervisor of the involved members should take prompt and reasonable steps to mitigate or
eliminate any continuing abusive or hostile work environment. It is the policy of the
Department that all complaints of discrimination or harassment shall be fully documented, and
promptly and thoroughly investigated. The participating or opposing member should be
protected against retaliation, and the complaint and related investigation should be kept
confidential to the extent possible.
4.3.8.1

SUPERVISORY RESOLUTION

Members who believe they are experiencing discrimination, harassment or retaliation should
be encouraged to inform the individual that his/her behavior is unwelcome, offensive,
unprofessional, or inappropriate. However, if the member feels uncomfortable, threatened, or
has difficulty expressing his/her concern, or if this does not resolve the concern, assistance
should be sought from a supervisor or manager who is a rank higher than the alleged
transgressor.
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4.3.8.2

FORMAL INVESTIGATION

If the complaint cannot be satisfactorily resolved through the process described above, a formal
investigation will be conducted. The person assigned to investigate the complaint will have full
authority to investigate all aspects of the complaint. Investigative authority includes access to
records and the cooperation of any members involved. No influence will be used to suppress
any complaint and no member will be subject to retaliation or reprisal for filing a complaint,
encouraging others to file a complaint or for offering testimony or evidence in any
investigation.
Formal investigation of the complaint will be confidential to the extent possible and will
include, but not be limited to, details of the specific incident, frequency and dates of
occurrences and names of any witnesses. Witnesses will be advised regarding the prohibition
against retaliation, and that a disciplinary process, up to and including termination, may result if
retaliation occurs.
Members who believe they have been discriminated against, harassed, or retaliated against
because of their protected status are encouraged to follow the chain of command but may also
file a complaint directly with the Chief of Police, Human Resources Director, or the City
Manager.
4.3.8.3

ALTERNATIVE COMPLAINT PROCESS

No provision of this policy shall be construed to prevent any member from seeking legal redress
outside the Department. Members who believe that they have been harassed, discriminated or
retaliated against are entitled to bring complaints of employment discrimination to federal,
state and/or local agencies responsible for investigating such allegations. Specific time
limitations apply to the filing of such charges. Members are advised that proceeding with
complaints under the provisions of this policy does not in any way affect those filing
requirements.
4.3.9

NOTIFICATION OF DISPOSITION

The complainant and/or victim will be notified in writing of the disposition of the investigation
and the action taken to remedy or address the circumstances giving rise to the complaint.
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4.3.10

DOCUMENTATION OF COMPLAINTS

All complaints or allegations shall be thoroughly documented on forms and in a manner
designated by the Chief of Police. The outcome of all reports shall be approved by the Chief of
Police or the City Manager, or Human Resources Director if more appropriate. Documentation
will be maintained for the period established in the department’s records retention schedule.
4.3.11

TRAINING

All new members shall be provided with a copy of this policy as part of their orientation. The
policy shall be reviewed with each new member. The member shall certify by signing the
prescribed form that he/she has been advised of this policy, is aware of and understands its
contents and agrees to abide by its provisions during his/her affiliation with the Wheaton Police
Department.
All members shall receive annual training on the requirements of this policy and shall certify by
signing the prescribed form that they have reviewed the policy, understand its contents, and
agree that they will continue to abide by its provisions.
4.3.11.1

QUESTIONS OR CLARIFICATION

Members with questions regarding what constitutes discrimination, sexual harassment or
retaliation are encouraged to contact a supervisor, manager, the Chief of Police, Human
Resources Director or the City Manager for further information, direction, or clarification.
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4.4.1

PURPOSE

Special Orders establish an interdepartmental communication that may be used by the Chief of
Police to make immediate changes to policy, specialized assignments, operating procedure, or
other facet of the Wheaton Police Department. Special Orders will be consistent with
personnel rules and applicable guidelines. Special Orders will immediately modify or supersede
previously established guidelines, including department orders, to which they pertain.
4.4.1

SPECIAL ORDER PROTOCOL

Special Orders will be incorporated into the manual as required upon issuance by the Chief of
Police. Special Orders will modify existing orders or create a new order as appropriate and will
be rescinded upon incorporation into the manual or until rescinded by the Chief of Police.
Any Special Orders shall be sequentially numbered under the year issued. For example, 2020-01
signifies the first Special Order for the year 2020.
203.3

ACCEPTANCE OF SPECIAL ORDERS

All employees are required to read and obtain any necessary clarification of all Special Orders.
All employees are required to acknowledge in writing the receipt and review any new Special
Order. Signed acknowledgement forms and/or e-mail receipts showing an employee’s
acknowledgement will be maintained by the Training Officer.
Each supervisor will ensure that employees under his/her command are aware and in
compliance with all Special Orders.
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4.5.1

PURPOSE

This department order provides guidance to members when communicating with individuals
with disabilities, including those who are deaf or hard of hearing, have impaired speech or
vision, or are blind.
4.5.1.1

DEFINITIONS

Auxiliary aids - Tools used to communicate with people who have a disability or impairment.
They include, but are not limited to, the use of gestures or visual aids to supplement oral
communication; a notepad and pen or pencil to exchange written notes; a computer; an
assistive listening system or device to amplify sound; a teletypewriter (TTY) or videophones
(video relay service or VRS); taped text; qualified readers; or a qualified interpreter.
Disability or impairment - A physical or mental impairment that substantially limits a major life
activity, including hearing or seeing, regardless of whether the disabled person uses assistive or
adaptive devices or auxiliary aids. Individuals who wear ordinary eyeglasses or contact lenses
are not considered to have a disability (42 USC § 12102).
Qualified interpreter - A person who is able to interpret effectively, accurately and impartially,
both receptively and expressively, using any necessary specialized vocabulary. Qualified
interpreters include oral interpreters, transliterators, sign language interpreters and
intermediary interpreters. Qualified interpreters shall have a valid Illinois license to practice
interpreting for the deaf (225 ILCS 443/15), unless they are exempt under 225 ILCS 443/25.
4.5.2

POLICY

It is the policy of the Wheaton Police Department to reasonably ensure that people with
disabilities, including victims, witnesses, suspects, and arrestees have equal access to law
enforcement services, programs, and activities. Members must make efforts to communicate
effectively with individuals with disabilities. The Department will not discriminate against or
deny any individual access to services, rights or programs based upon disabilities.
4.5.3

FACTORS TO CONSIDER

Because the nature of any law enforcement contact may vary substantially from one situation
to the next, members of this department should consider all information reasonably available
to them when determining how to communicate with an individual with a disability.
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Members should carefully balance all known factors in an effort to reasonably ensure people
who are disabled have equal access to services, programs and activities. These factors may
include, but are not limited to:
a. Members should not always assume that effective communication is being achieved.
The fact that an individual appears to be nodding in agreement does not always
mean he/she completely understands the message. When there is any doubt,
members should ask the individual to communicate back or otherwise demonstrate
their understanding.
b. The nature of the disability (e.g., deafness or blindness vs. hard of hearing or low
vision).
c. The nature of the law enforcement contact (e.g., emergency vs. non-emergency,
custodial vs. consensual contact).
d. The availability of auxiliary aids. The fact that a particular aid is not available does
not eliminate the obligation to reasonably ensure access. However, in an
emergency, availability may factor into the type of aid used.
4.5.4

INITIAL AND IMMEDIATE CONSIDERATIONS

Recognizing that various law enforcement encounters may be potentially volatile and/or
emotionally charged, members should remain alert to the possibility of communication
problems. Members should exercise special care in the use of all gestures, and verbal and
written communication to minimize initial confusion and misunderstanding when dealing with
any individual with known or suspected disabilities.
In a non-emergency situation when a member knows or suspects an individual requires
assistance to effectively communicate, the member shall identify the individual’s choice of
auxiliary aid or service. The individual’s preferred communication method must be honored
unless another effective method of communication exists under the circumstances (28 CFR
35.160). Factors to consider when determining whether an alternative method is effective
include:
a. The methods of communication usually used by the individual.
b. The nature, length and complexity of the communication involved.
c. The context of the communication.
In emergency situations involving an imminent threat to the safety or welfare of any person,
members may use whatever auxiliary aids and services that reasonably appear effective under
the circumstances. This may include, for example, exchanging written notes or using the
services of a person who knows sign language but is not a qualified interpreter, even if the
person who is deaf or hard of hearing would prefer a qualified sign language interpreter or
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another appropriate auxiliary aid or service. Once the emergency has ended, the continued
method of communication should be reconsidered. The member should inquire as to the
individual's preference and give primary consideration to that preference.
If an individual who is deaf, hard of hearing or has impaired speech must be handcuffed while
in the custody of the Wheaton Police Department, consideration should be given, safety
permitting, to placing the handcuffs in the front of the body to facilitate communication using
sign language or writing.
4.5.5

TYPES OF ASSISTANCE AVAILABLE

Wheaton Police Department members shall never refuse to assist an individual with disabilities
who is requesting assistance. The Department will not charge anyone to receive auxiliary aids,
nor shall they require anyone to furnish their own auxiliary aid or service as a condition for
receiving assistance. The Department will make every reasonable effort to provide equal access
and timely assistance to individuals who are disabled through a variety of services.
A person who is disabled may choose to accept department-provided auxiliary aids or services
or they may choose to provide their own. Department-provided auxiliary aids or services may
include, but are not limited to, the assistance methods described in this policy.
4.5.6

AUDIO RECORDINGS AND ENLARGED PRINT

The Department may develop audio recordings to assist people who are blind or have a visual
impairment with accessing important information. If such a recording is not available, members
may read aloud from the appropriate form, for example a personnel complaint form, or provide
forms with enlarged print.
4.5.7

QUALIFIED INTERPRETERS

A qualified interpreter may be needed in lengthy or complex transactions (e.g., interviewing a
victim, witness, suspect or arrestee), if the individual to be interviewed normally relies on sign
language or speech reading (lip-reading) to understand what others are saying. The qualified
interpreter should not be a person with an interest in the case or the investigation. A person
providing interpretation services may be required to establish the accuracy and trustworthiness
of the interpretation in a court proceeding.
Qualified interpreters should be:
a. Available within a reasonable amount of time but in no event longer than one hour if
requested.
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b.
c.
d.
e.

Experienced in providing interpretation services related to law enforcement matters.
Familiar with the use of VRS and/or video remote interpreting services.
Certified in either American Sign Language (ASL) or Signed English (SE).
Able to understand and adhere to the interpreter role without deviating into other
roles, such as counselor or legal adviser.
f. Knowledgeable of the ethical issues involved when providing interpreter services.
Members should use department-approved procedures to request a qualified interpreter at the
earliest reasonable opportunity, and generally not more than 15 minutes after a request for an
interpreter has been made or it is reasonably apparent that an interpreter is needed. No
individual who is disabled shall be required to provide his/her own interpreter (28 CFR 35.160).
The police department entered a service agreement with VOIANCE Language Services to
provide over the phone and video call interpretation services when needed. VOIANCE provides
immediate access to 36 of the most common languages in the 7 call centers they have around
the U.S, both by telephone call and by video remote access (for American Sign Language and
any other time a video call would be more appropriate). In total, VOIANCE has access to 260
languages.
Access to VOIANCE is established by:
1. Call 1-866-998-0338, enter Wheaton Account #29822 and PIN #0135 and follow the
prompts.
2. From a desktop, visit the website: https://video.voiance.com in the CHROME browser
only. Enter email address: WPD@cyracomvri.com and password: video123.
Select the language you need and chose either a phone call or a video call. There are webcams
in report writing and detectives if you need to move one to a different computer for video
interpretation.
3. Download the Voiance Interpreter App on your mobile device. Sign in using the above
email address and password. Select the language you need and choose the method of
communication (voice or video call). Enter your badge number. Wait to be connected to
an interpreter.
See the attachments to this department order for additional information pertaining to
VOIANCE.
4.5.8

TTY AND RELAY SERVICES

In situations where an individual without a disability would have access to a telephone (e.g.,
booking or attorney contacts), members must also provide those who are deaf, hard of hearing
or have impaired speech the opportunity to place calls using an available TTY (also known as a
telecommunications device for deaf people, or TDD).
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Members shall provide additional time, as needed, for effective communication due to the
slower nature of TTY and TDD communications.
The Department will accept all TTY or TDD calls placed by those who are deaf or hard of hearing
and received via a telecommunications relay service (28 CFR 35.162). Note that relay services
translate verbatim, so the conversation must be conducted as if speaking directly to the caller.
4.5.9

COMMUNITY VOLUNTEERS

Interpreter services may be available from community volunteers who have demonstrated
competence in communication services, such as ASL or SE, and have been approved by the
Department to provide interpreter services. Where qualified interpreters are unavailable to
assist, approved community volunteers who have demonstrated competence may be called
upon when appropriate. However, department members must carefully consider the nature of
the contact and the relationship between the individual with the disability and the volunteer to
ensure that the volunteer can provide neutral and unbiased assistance.
4.5.10

FAMILY AND FRIENDS

While family or friends may offer to assist with interpretation, members should carefully
consider the circumstances before relying on such individuals. The nature of the contact and
relationship between the individual with the disability and the person offering services must be
carefully considered (e.g., victim/suspect). Children shall not be relied upon except in
emergency or critical situations when there is no qualified interpreter reasonably available.
Adults may be relied upon when (28 CFR 35.160):
a. There is an emergency or critical situation and there is no qualified interpreter
reasonably available.
b. The person with the disability requests that the adult interpret or facilitate
communication and the adult agrees to provide such assistance, and reliance on that
adult for such assistance is reasonable under the circumstances.
4.5.11

REPORTING

Whenever any member of this department is required to complete a report or other
documentation, and communication assistance has been provided, such services should be
noted in the related report. Members should document the type of communication services
utilized and whether the individual elected to use services provided by the Department or some
other identified source.
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If the individual’s express preference is not honored, the member must document why another
method of communication was used. All written communications exchanged in a criminal case
shall be attached to the report or placed into evidence.
4.5.12

FIELD ENFORCEMENT

Field enforcement will generally include such contacts as traffic stops, pedestrian stops, serving
warrants and restraining orders, crowd/traffic control and other routine field contacts that may
involve individuals with disabilities. The scope and nature of these activities and contacts will
inevitably vary. The Department recognizes that it would be virtually impossible to provide
immediate access to complete communication services to every member of this department.
Members and/or supervisors must assess each situation and consider the length, complexity,
and importance of the communication, as well as the individual’s preferred method of
communication, when determining the type of resources to use and whether a qualified
interpreter is needed.
Although not every situation can be addressed in this policy, it is important that members are
able to effectively communicate the reason for a contact, the need for information and the
meaning or consequences of any enforcement action. For example, it would be meaningless to
verbally request consent to search if the officer is unable to effectively communicate with an
individual who is deaf or hard of hearing and requires communications assistance.
If available, officers should obtain the assistance of a qualified interpreter before placing an
individual with a disability under arrest. Individuals who are arrested and are assisted by service
animals should be permitted to make arrangements for the care of such animals prior to
transport.
4.5.12.1

FIELD RESOURCES

Examples of methods that may be sufficient for transactions, such as checking a license or
giving directions to a location or for urgent situations such as responding to a violent crime in
progress, may, depending on the circumstances, include such simple things as:
a. Hand gestures or visual aids with an individual who is deaf, hard of hearing or has
impaired speech.
b. Exchange of written notes or communications.
c. Verbal communication with an individual who can speech read by facing the individual
and speaking slowly and clearly.
d. Use of computer, word processing, personal communication device or similar device to
exchange texts or notes.
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e. Slowly and clearly speaking or reading simple terms to individuals who have a visual or
mental impairment.
Members should be aware that these techniques may not provide effective communication as
required by law and this policy depending on the circumstances. See the attachment at the
conclusion of this department order for an additional resource.
4.5.13

CUSTODIAL INTERROGATIONS

In an effort to ensure that the rights of individuals who are deaf, hard of hearing or have speech
impairment are protected during a custodial interrogation, this department will provide
interpreter services before beginning an interrogation, unless exigent circumstances exist, or
the individual has made a clear indication that he/she understands the process and desires to
proceed without an interpreter. The use of a video remote interpreting service should be
considered, where appropriate, if a live interpreter is not available. Miranda warnings shall be
provided to suspects who are deaf or hard of hearing by a qualified interpreter or by providing
a written Miranda warning form.
In order to ensure that communications during custodial investigations are accurately
documented and are admissible as evidence, interrogations should be recorded whenever
reasonably possible.
4.5.14

ARRESTS AND BOOKINGS

If an individual with speech or hearing disabilities is arrested, the arresting officer shall use
department-approved procedures to provide a qualified interpreter at the place of arrest or
booking as soon as reasonably practicable, unless the individual indicates that he/she prefers a
different auxiliary aid or service or the officer reasonably determines another effective method
of communication exists under the circumstances. When gathering information during the
booking process, members should remain alert to the impediments that often exist when
communicating with those who are deaf, hard of hearing, who have impaired speech or vision,
are blind, or have other disabilities. In the interest of the arrestee’s health and welfare, the
safety and security of the facility and to protect individual rights, it is important that accurate
medical screening and booking information be obtained. If necessary, members should seek the
assistance of a qualified interpreter whenever there is concern that accurate information
cannot be obtained or that booking instructions may not be properly understood by the
individual.
Individuals who require and possess personally owned communication aids (e.g., hearing aids,
cochlear processors) should be permitted to retain them while in custody.
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4.5.15

COMPLAINTS

The Department shall ensure that individuals with disabilities who wish to file a complaint
regarding members of this department are able to do so. The Department may provide a
qualified interpreter or forms in enlarged print, as appropriate. Complaints will be investigated
in compliance with the Personnel Complaints Department Order. Qualified interpreters used
during the investigation of a complaint should not be members of this Department.
4.5.16

COMMUNITY OUTREACH

Community outreach programs and other such services offered by this department are
important to the ultimate success of more traditional law enforcement duties. This department
will continue to work with community groups, local businesses, and neighborhoods to provide
equal access to such programs and services.
4.5.17

TRAINING

To ensure that all members who may have contact with individuals who are disabled are
properly trained, the Department will provide periodic training that should include:
a. Awareness and understanding of this policy and related procedures, related forms,
and available resources.
b. Procedures for accessing qualified interpreters and other available resources.
c. Working with in-person and telephone interpreters and related equipment.
The Training Officer shall be responsible for ensuring new members receive training related
to interacting with individuals who have disabilities, including individuals who are deaf, hard of
hearing, who have impaired speech or vision, or are blind. Those who may have contact with
such individuals should receive refresher training at least once every two years thereafter. The
Training Officer shall maintain records of all training provided and will retain a copy in each
member’s training file in accordance with established records retention schedules.
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5. SOLICITATION METHODS
Type of
Solicitation
Request for
Information
(RFI)

*Solicitation
Period

Intended For

Request for
Qualifications
(RFQ)

Goods or services.
Professional services
(architectural, engineering, land
surveyor, construction
management). Used to shortlist
Vendors for future projects.

7 calendar days

15 calendar days

Invitation to
Bid (ITB)

Goods or services.

15 calendar days

Request for
Proposal (RFP)

Professional services.
Complex goods and/or services.

21 calendar days

Selection Process
No award. Gathering of
information only.

Evaluation by a committee
based on specific criteria in
the RFQ. Cost is not a factor.
Award to the lowest
responsive and responsible
Vendor.
Evaluation by a committee
based on specific criteria in
the RFP.

*Solicitation period may vary depending on the urgency of the requirement. Time may be reduced or
increased, at the discretion of the Procurement Officer, depending on the complexity of the
procurement and the requirements for the response.
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6. INFORMAL PROCUREMENTS
Procurements estimated at less than $24,999 or to pre-qualify Vendors for future solicitations shall be
completed through the informal procurement process. All informal procurements follow the Signature
Authorizations identified in Section 4.
6.1 Procurements under $1,000
Procurements under $1,000 are processed by the Requesting Department and may be completed
without soliciting competitive quotations. An award shall be made to the responsive and responsible
Vendor offering the lowest reasonable price. A Procurement-Card (P-Card) is encouraged to be used for
small procurements. If a Vendor requires a purchase order, contact the Procurement Officer.
6.2 Procurements between $1,001 and $4,999
Procurements between $1,001 and $4,999 are processed by the Requesting Department. Pricing shall
be obtained by soliciting at least three verbal quotes. If fewer than three quotes are obtained,
documentation reflecting the efforts made shall be part of the backup documentation. Quotes shall be
documented in writing on a Verbal Quote Form (See Attachment 2). All Vendors shall have both a
reasonable time and the same amount of time in which to respond. If the Requesting Department solicits
quotes and orders the goods using a P-Card, a Verbal Quote Form must be completed and attached to
the invoice when submitted for payment. If a Vendor requires a purchase order, contact the
Procurement Officer. An award shall be made to the responsive and responsible Vendor offering the
lowest reasonable price.
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6.3 Procurements between $5,000 and $24,999
Procurements between $5,000 and $24,999 are processed by the Procurement Officer. Pricing shall be
obtained by soliciting at least three written quotes. If fewer than three quotes are obtained,
documentation reflecting the efforts made shall be part of the backup documentation. The Requesting
Department shall provide the Procurement Officer with specifications and a list of Vendors to solicit. An
award shall be made to the responsive and responsible Vendor offering the lowest reasonable price.
6.4 Request for Qualifications
A Request for Qualifications (RFQ) is the prequalification stage of the procurement process. An RFQ is
used to establish a shortlist of Vendors for future solicitations. It is also the first step of a two-step best
value procurement process. To be invited to proceed to the second step of the procurement process,
which is responding to a Request for Proposal (RFP), a Vendor must meet the qualification criteria and
demonstrate that their products or services meet the City’s defined performance standards. An
Evaluation Committee evaluates and ranks the Vendors against criteria in the RFQ.
6.5 Request for Information
A Request for Information (RFI) is a research tool for gathering information when the City seeks to learn
more about options available for addressing a need or to obtain information to assist City staff in
developing a specification or a scope of work. An RFI can be used for goods or services. It is not a
competitive process and does not result in an award.
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7. FORMAL PROCUREMENTS ($25,000 or Greater)
Procurements estimated to exceed $25,000 shall be completed through the formal procurement process
conducted by the Procurement Officer. The Procurement Officer shall conduct a public competitive
bid/proposal process and solicit to at least three qualified Vendors. If fewer than three bids/proposals
are obtained, documentation reflecting the efforts made shall be part of the backup documentation.
Formal procurements consist of an Invitation to Bid or Request for Proposal and follow the Signature
Authorizations identified in Section 4.
Guidelines for Formal Procurements
7.1 Technical Specification or Scope of Work
The Requesting Department shall provide the Procurement Officer with specifications or a scope of work
and a list of Vendors to solicit. The Procurement Officer shall include any other potential Vendors in the
bidding process. The Requesting Departments are the subject experts in their intended procurements
and are the best source to draft the specification requirements. Procurement may assist in drafting the
specifications or provide samples. Specifications shall be written for fair and open competition, not
restrictive to limit competition.
7.2 Solicitation Advertisement
The City of Wheaton’s website and DemandStar are the official sources for all documents related to
solicitations. The City is not responsible for documents distributed by any other source. Vendors may
register through the City’s bid website or on DemandStar to receive email notices of posted
bids/proposals according to the commodity code they choose.
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7.3 Determining Responsiveness and Responsibility of a Vendor
A responsive bid is submitted at the correct date and time, in the correct format, containing all required
information, signatures, and certifications. In determining the responsibility of a Vendor, the City may
consider factors including, but not limited to, a tour of facilities, staffing levels, listing of equipment and
vehicles, listing of personnel’s qualifications, certificates, licenses; listing of committed but not yet
completed orders, demonstrations, samples, references, past performance, or financial statements.
The City reserves the right to determine the competence, the financial stability, and the operational
capacity of any Vendor.
7.4 Deviations to Requirements and Alternative Offers
If a Vendor cannot meet most specifications but believes their product/work/services will meet the
requirements of the City, the Vendor should submit an alternate bid and include material specification
sheets, performance data, or other documentation justifying consideration. The City reserves the right
to make the final determination of compliance or whether any deviation or alternate is of an equivalent
or better quality and which offer can best meet the requirements of the City. Such determination shall
be incorporated within the City’s recommendation to the City Council.
7.5 Modifications or Withdrawals Prior to the Due Date
Vendors may correct, modify or withdrawal submittals by making a request in writing to the
Procurement Officer before the due date. Documentation related to the modification or withdrawal of
a bid or proposal shall be kept in the procurement file.
7.6 Late Submittals, Modifications, or Withdrawals After the Due Date
It is the sole responsibility of the Vendor to ensure that the offer is received by the City Procurement
Department before the bid opening date and time stated in the solicitation. Late offers shall not be
accepted or opened. Offers arriving after the specified bid opening date and time, whether sent by mail,
courier, or in person, shall not be accepted and shall be returned to the Vendor unopened. Any offer
submitted to any other office or department of the City and received by the Procurement Department
after the deadline for receipt of bids shall not be accepted. Mailed offers delivered after the specified
bid opening date and time shall not be accepted regardless of postmarked time on the envelope.
Negligence in preparing an offer confers no right of withdrawal or cancellation after the due date.
Vendors may not modify or withdrawal submittals after the due date. If a mistake is purely a clerical
error, was unintentional and would impose a clear substantial hardship, the Vendor may correct their
submittal. The only exception allowed is if a Vendor incorrectly calculates a total price based on unit
price. In such a case, the unit price may be recalculated. This shall be determined case-by-case.
7.7 Preparation of Specifications by Persons other than City Staff
The City may contract with persons other than City personnel including, but not limited to, consultants,
architects, engineers, and designers for preparing specifications. Agreements for preparing
specifications by other than City personnel shall require the specification writer to adhere to City
requirements such as writing specifications for fair and open competition. Staff may contact Vendors for
general information to assist them in developing bid specifications, however, a Vendor may not develop
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specifications or scope of work, unless hired by the City to do so. It shall be City policy that Vendors
cannot bid on projects if they prepared a specification, as this can be viewed as an advantage.
7.8 Pre-Bid or Pre-Proposal Meeting
Pre-Bid or Pre-Proposal meetings are held to discuss the technical and procurement requirements with
prospective Vendors. The intent is to give Vendors enough information to help them submit a bid or
proposal. Pre-Bid or Pre-Proposal meetings shall be held at least one week after the initial advertisement
of the solicitation allowing Vendors enough time to read the solicitation and prepare questions. This
meeting may be mandatory or non-mandatory. The decision is made by the Project Manager.
Prospective Vendors who submit a response to a solicitation but did not attend a mandatory pre-bid
meeting shall be deemed non-responsive and their response shall not be considered for evaluation and
award.
7.9 Addendum to Solicitation Documents
Questions and/or clarifications shall be made using a published addendum on the City’s website and
DemandStar. All addendums shall become part of the procurement file. Vendors shall acknowledge the
receipt of any addendum. Failure to acknowledge receipt of an addendum may cause the Vendor’s
submittal to be deemed nonresponsive, and not eligible for award.
7.10 Cancellation of a Solicitation Prior to the Due Date
A solicitation may be canceled in whole or in part when such action is in the City's best interest for
reasons including, but not limited to:
•
•
•

The materials or services are no longer required;
Funds are no longer available; or
Proposed amendments to the solicitation would be of such magnitude that a new
solicitation is desirable.

A Notice of Cancellation shall be provided to all solicited Vendors and published on the City’s website
and on DemandStar.
7.11 Rejection of a Solicitation After the Due Date
The City reserves the right to waive any informality, technical requirement, deficiency, or irregularity in
an offer. The City may conduct discussions with Vendors to further clarify the offer as deemed necessary.
The City reserves the right to reject any offers in whole or in part, if it is in the public interest to do so,
including, but not limited to: budgetary constraints, unclear solicitation documents, pricing variances;
mathematically unbalanced proposals/bids in which prices for some items are substantially out of
proportion to comparable prices; materially unbalanced proposals in which material requirements for
some items are substantially higher to comparable proposals; and other reasons deemed important to
the City.
The City further reserves the right to reject a bid/proposal of any Vendor who, either in its own right or
through an affiliation with another entity which the City has determined has not completed a prior
project, whether with the City or elsewhere, because of the fault of the Vendor, its subcontractors or
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employees; has been declared in default on a prior contract whether with the City or elsewhere; based
on its work record, is not capable of performing the contract whether due to lack of sufficient experience,
as determined by the City, or any other reason; has a work record of its Subcontractors, employees, or
material suppliers complaining to the City or other awarding authority regarding the Vendor’s failure to
pay them; has a record of complaints made to the City or other awarding authority by persons offended
by the behavior of the Vendor, its Subcontractors or employees; or has a record of its failure to comply
with State of Illinois and/or City laws or requirements.
If a solicitation is rejected, the Procurement Officer shall notify all Vendors who participated in the
solicitation through a Notice of Rejection published on the City’s website and DemandStar. If the City
rejects all offers and concurrently provides notice of its intent to reissue the solicitation, the rejected
offer remains exempt from FOIA disclosure requirements until the City awards or rejects the reissued
solicitation.
7.12 Receipt of One or Too Few Offers
If the City receives one or too few bids/proposals, as defined by the City, the City may award to the single
Vendor provided the Procurement Officer documents that the solicitation did not restrict competition,
the cost is reasonable, and there is not adequate time for the bid/proposal to be solicited again. If the
City receives no bids from a publicly broadcasted solicitation, the City may negotiate with any interested
parties.
Competitive Sealed Bid-Invitation to Bid (ITB)
An Invitation to Bid (ITB) is the appropriate solicitation to use when there is no substantial difference
among the goods or services that meet specifications; the only difference among responsive bids is the
price. An ITB should be advertised for a minimum of fifteen (15) calendar days unless an alternate time
is determined necessary by the Project Manager. The ITB process can take between two to three months
to complete.
7.13 Bid Opening
Sealed bids shall be opened publicly at the time and location stated in the bid package. The Procurement
Officer shall read the name of each Vendor, offered price, and announce the apparent low bidder. The
bids shall not be open for public inspection until after an agreement is awarded. Offers containing terms
contrary to those specified or taking exception to addenda as stated by the City may be considered nonresponsive. Despite reading offers at a public opening, if the offers are then rejected and thus subject to
rebid, the read results shall not be published and shall be exempt from FOIA requests.
7.14 Bid Evaluation and Award
Bids shall be reviewed by the Procurement Officer for compliance with and adherence to all submittal
requirements. Those found responsive shall be forwarded to the Project Manager to review for
adherence to the technical specifications and approval to award.
Except as otherwise stated, the Procurement Officer shall award projects within ninety (90) days from
the opening date. Award shall be made to the responsive and responsible Vendor offering the lowest
reasonable price. If the lowest bid is compliant, an award recommendation shall be made. If the lowest
bid exceeds the budget, the Procurement Officer is authorized, when time or economic considerations
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preclude re-solicitation of work of a reduced scope, to negotiate an adjustment of the bid price with the
lowest responsive and responsible Vendor to bring the bid within available funds.
The City reserves the right to award by item, group of items, or to reject any offers in whole or in part
according to the best interests of the City.
7.15 Tie Bids
If two or more low responsive bids are identical in price and meet all the requirements and criteria in
the Invitation to Bid, the tie shall be broken according to the one of the following tie-breaking methods:
•
•

Tie Bid (two Vendors): The Procurement Officer, with a witness present, may flip a coin with
heads representing the Vendor whose name appears first in alphabetical order. If the toss is
heads, said Vendor shall receive the recommendation to award.
Tie Bid (three or more Vendors): The Procurement Officer, with a witness and each Vendor
present, shall shuffle a new deck of playing cards and have each Vendor cut the cards. The Vendor
who cuts the highest card (with Ace high) shall be recommended for award.

Competitive Sealed Proposal-Request for Proposal (RFP)
A Request for Proposal (RFP) is the appropriate solicitation to use when a department recognizes a
requirement but does not necessarily have the expertise to describe the solution. An RFP may be used
when you know “what” but not “how” or “how” may vary from one Vendor to another. It may be used
for goods or services. The goal of the RFP is to attain the best value, a balance between quality and price.
Proposals are evaluated based on the criteria predetermined by the Project Manager and clearly defined
in the RFP. Every effort shall be made to solicit an RFP to at least three Vendors.
The City reserves the right to request clarification of information submitted in any proposal to further
negotiate with a responsive and responsible Vendor selected for award. Vendors shall be treated fairly
and equally regarding any opportunity for discussion and revision of proposals. An RFP should be
advertised for a minimum of twenty-one (21) calendar days unless an alternate time is determined
necessary by the Project Manager. The RFP process can take between three to four months to complete
(longer if there are Vendor, interviews, negotiations, or a protest).
7.16 Request for Proposal Opening
There is no public opening of proposals because receipt of the proposals is only the first step, not the
last step, leading to the award of a contract. Other steps such as evaluation of criteria and cost factors
shall be considered before an award is made.
7.17 Request for Proposal Evaluation Process
The RFP evaluation process shall be completed by an Evaluation Committee (Committee) consisting of
at least three individuals who are stakeholders in the final product or service, and/or have the technical
or program expertise to be part of the Committee. The Project Manager determines the number and
makeup of the Committee. The Procurement Officer shall serve as the Committee organizer. Before
evaluating proposals, each Committee member shall sign a Certification of Confidentiality and No
Conflict of Interest form (See Attachment 3). No person who may have a potential conflict of interest
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If you wish to purchase from a cooperative agreement not listed above, please contact the Procurement
Officer.

11. LIMITED COMPETITION PROCUREMENTS
All non-competitive procurements shall follow the Signature Authorizations identified in Section 4.
11.1 Sole Source
Sole source procurements may be completed without a competitive process based on the justification
that only one known source exists. Sole Source Procurements shall be avoided unless no reasonable
alternative sources exist.
When requesting a sole source, the Requesting Department shall follow these procedures:
•
•
•

Determine whether other qualified sources capable of satisfying the department’s needs exist.
If there is no functionally equivalent item, the department shall issue a memo to the Procurement
Officer justifying the business need for the specific item, documenting the research conducted,
and the conclusion reached.
Request a letter from the Manufacturer/Vendor, written on their letterhead, stating that the
item/service is exclusively available from only one source, and include the name of the source.

All documents shall be forwarded to the Procurement Officer for processing and shall be made part of
the procurement file. Examples of sole source procurements may include, but is not limited to:
•
•
•
•
•
•

Software.
No other reasonable alternative source exists that meets the City’s requirements.
Only one source meets the business needs of the City (e.g., compatibility, a unique feature to
meet the agency’s business need, standardization, etc.).
Public utility services.
Only Distributor for the area.
Warranty.

Sole source awards shall be reviewed before renewal to determine if the goods or services continue to
be a sole source.

ADM.15.01 - d

11.2 Emergency Procurements
The City Manager may authorize an emergency procurement when there is an imminent threat to the
public health, welfare, or safety, or to prevent or minimize serious disruption of government services.
An emergency procurement shall be limited to only those supplies or services necessary to satisfy the
emergency. Emergency procurements shall be made with such competition practicable under the
circumstances.
If an emergency procurement occurs during non-business hours, the Requesting Department shall
contact the Procurement Officer the next business day to begin the documentation process. A written
determination of the basis of the emergency and for the selection of the Vendor shall be completed by
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•

•

•

•

Bid Bond: The City requires an original notarized Bid Bond for 5% of the full award price. A bid
bond issued by a surety company is preferred; however, the City may accept a cashier’s check,
with the City named as payee, to be held in escrow until the successful Vendor signs an
agreement with the City.
Performance Bond: A Performance Bond financially guarantees that once the successful Vendor
contracts with the City to perform work, the Contractor shall complete the project. Should the
Contractor fail, then the Surety shall, generally, hire an alternate contractor to complete the
work, allow the City to select another contractor and pay the difference between the first
contractor’s price and the new contractor’s price, or pay the original contractor an agreed upon
amount to complete the project. The City requires an original notarized Performance Bond for
100% of the full award price effective for the duration of the agreement.
Payment Bond: A Payment bond shall pay any outstanding bills for labor, materials, and supplies
used in the City’s project from the Contractor’s subcontractors and suppliers should the prime
contractor default on their payment. The City requires an original notarized Payment Bond for
100% of the full award price effective for the duration of an agreement.
Maintenance Bond: A Maintenance Bond financially guarantees that the Contractor shall
maintain and keep in good repair the work contracted to be completed, for a predetermined
period, typically one year from final acceptance by the City. The bond protects the City for all
defective conditions arising from defective material, work or labor performed by the Contractor.
If required, an original notarized Maintenance Bond for 10% of the final agreement price shall be
submitted to the Procurement Officer after the completion of the work.

12.3 Security Clearance
Background checks inclusive of fingerprinting may be required for employees, agents, and
subcontractors of the Vendor working in secured areas on City property. The successful Vendor shall
submit a list of employees’, agents and subcontractor names to the Project Manager who shall
coordinate background checks with the Police Department. An example is janitorial services.

13. CITY COUNCIL RECOMMENDATIONS
City Council shall approve all new awards and change orders with a cumulative amount of $25,000 or
greater. The recommendation memo shall be jointly prepared by the Requesting Department and the
Procurement Officer. The Procurement Officer shall start the recommendation, include all procurement
related information, and forward it to the Project Manager to complete. Once completed, the Project
Manager shall forward the memo to the Procurement Officer for processing.
Each department has their own City Council recommendation template which can be found at
L:\Office\Word\Templates.

ADM.15.01 - f

14. CONTRACTS

Contracts shall follow the Signature Authorizations identified in Section 4. Contracts required to be
signed by the City shall be sent to the Procurement Officer for review. The Procurement Officer shall
coordinate the contract review and signature process.
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The City prefers to use its own contract; however, any exceptions must be reviewed and approved by
the Legal Department. All required paperwork and approvals shall be obtained before work commences.
14.1 Purchase Orders
A Purchase Order (PO) is a contract. It includes the City’s Standard Terms and Conditions and is a legally
binding document once a Vendor commences work under the PO. It can stand alone or include
attachments for clarification. It does not expire. It closes when the City receives all the goods and pays
the final invoice.
14.2 Multi-Year Contracts
A contract may be entered for any period deemed to be in the best interest of the City. However, to
maintain competitive prices, it is recommended that the total term of a contract, including the initial
term and extensions not exceed five (5) years.
14.3 Contract Management
No work shall begin until an Agreement is signed and dated by both parties. An Agreement shall be
considered effective when the last party signs and dates the Agreement. The City shall not be responsible
for any payments for services performed or products delivered by the Contractor before the effective
date of the Agreement. Contract Management begins after the award and is the responsibility of the
Requesting Department. Typically, the Project Manager shall act as the Contract Manager or assign this
role to someone who shall be a direct end user of the goods or services. The Contract Manager’s primary
responsibility is to ensure the City receives the contracted services under the terms and specifications
of the contract. This includes, but is not limited to, oversee the entire project from kick-off activities
through closeout and payment of final invoice; monitor performance and project progress; process
change orders and address all quality issues.
The Contractor’s performance shall be evaluated under the Contractor’s adherence to the requirements
stated in the contract. At a minimum, the Contractor’s performance shall be evaluated annually and at
task completion. The Project Manager shall document Vendor performance. This information is critical
in determining contract extensions or terminations. Contracts shall not be terminated without first
discussing any performance issues with Legal and the Procurement Department.
14.4 Contract Extensions
Contract extensions shall be initiated by the Requesting Department and completed on a Contract
Extension Form (See Attachment 4). Authorization to exercise future extensions of contracts shall be
contained in the language of the original solicitation document, awarded contract, and initial City Council
recommendation memo. Once approved by the City Council, the remaining extensions do not need be
presented again to the City Council. All extensions shall have the same terms and pricing as the original
contract. Any changes to the terms or pricing of the original contract is no longer considered an
extension. A new contract shall be issued, and the terms and pricing approved by the Requesting
Department. Expired contracts cannot be extended.

15. CHANGE ORDER PROCESS
The City reserves the right to change a project by altering, adding to, or deducting from the work or
services, or by changing any plans and specifications without invalidating the agreement. Such changes
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____________________________________________________________________________________________________________________________________
15540020 Police Station Maintenance
_________________________________________
50029
51100
51105
60400
60700
64100
64125
67705
90630
91620
94640
95642
96600

Wages-Full Time (Regular)
Employer-FICA
Employer-IMRF Pension
Repairs
Supplies and Materials
Contractual Services
Snow Removal Services
Utilities-Gas
Health Insurance
Liability Insurance
Capital Equipment Replacement
Building Renewal
Fleet Services

TOTAL Police Station Maintenance

1,069
82
119
9,400
12,400
51,956
22,000
4,300
213
34
28,825
68,168
4,467

0
0
0
0
0
0
0
0
0
0
0
0
0

1,069
82
119
9,400
12,400
51,956
22,000
4,300
213
34
28,825
68,168
4,467

888.59
68.05
99.39
23,375.21
12,999.26
36,045.17
7,840.00
.00
203.00
30.00
28,825.00
68,168.00
4,467.00

.00
.00
.00
.00
.00
26,548.75
22,000.00
.00
.00
.00
.00
.00
.00

180.41
13.95
19.61
-13,975.21
-599.26
-10,637.92
-7,840.00
4,300.00
10.00
4.00
.00
.00
.00

83.1%
83.0%
83.5%
248.7%
104.8%
120.5%
135.6%
.0%
95.3%
88.2%
100.0%
100.0%
100.0%

203,033

0

203,033

183,008.67

48,548.75

-28,524.42

114.0%

264,804
71,469
0
4,047
1,214
0
60
1,425
1,245
9,402
7,990
101,650
500
200
25,000
8,000
950
5,655
3,284
2,000

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

264,804
71,469
0
4,047
1,214
0
60
1,425
1,245
9,402
7,990
101,650
500
200
25,000
8,000
950
5,655
3,284
2,000

195,383.53
66,446.16
1,258.20
.00
.00
451.06
.00
790.92
1,232.63
7,639.64
7,091.93
101,650.00
455.49
.00
24,600.83
3,104.96
.00
4,789.00
4,035.84
.00

.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
226.60
.00

69,420.47
5,022.84
-1,258.20
4,047.00
1,214.00
-451.06
60.00
634.08
12.37
1,762.36
898.07
.00
44.51
200.00
399.17
4,895.04
950.00
866.00
-978.44
2,000.00

73.8%
93.0%
100.0%
.0%
.0%
100.0%
.0%
55.5%
99.0%
81.3%
88.8%
100.0%
91.1%
.0%
98.4%
38.8%
.0%
84.7%
129.8%
.0%

16010020 Police Administrative
_________________________________________
50010
50028
50100
50200
50300
50400
50505
51020
51060
51100
51105
51115
60025
60030
60700
63005
63010
63015
64100
69210

Wages-Full Time
Wages-Full Time (Support)
Overtime
Holiday Pay
Court Time Pay
Prep Time Pay
Firearms Incentive
Uniform Allowance
Sick Leave Buy-Back
Employer-FICA
Employer-IMRF Pension
Employer-Police Pension
Postage
Printing
Supplies and Materials
Training
Meetings and Conferences
Dues and Subscriptions
Contractual Services
Police Comm. Assistance
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90630
91620
93641
94640
96600

Health Insurance
Liability Insurance
Technology Replacement
Capital Equipment Replacement
Fleet Services

TOTAL Police Administrative

47,114
10,222
8,260
20,181
26,937

0
0
0
0
0

47,114
10,222
8,260
20,181
26,937

45,284.00
8,887.00
8,260.00
20,181.00
26,937.00

.00
.00
.00
.00
.00

1,830.00
1,335.00
.00
.00
.00

96.1%
86.9%
100.0%
100.0%
100.0%

621,609

0

621,609

528,479.19

226.60

92,903.21

85.1%

460,770
25,920
4,000
15,656
2,880
476
38,774
53,764
3,000
18,000
1,200
1,100
120
933,837
6,529
10,000
20,792
1,000
109,934
26,406
4,105
467

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

460,770
25,920
4,000
15,656
2,880
476
38,774
53,764
3,000
18,000
1,200
1,100
120
933,837
6,529
10,000
20,792
1,000
109,934
26,406
4,105
467

470,664.93
17,621.10
12,403.30
16,406.15
4,501.01
484.24
38,033.41
71,986.89
3,345.23
14,990.11
688.00
420.00
60.00
629,476.91
4,279.00
108.67
17,966.62
380.00
105,664.00
22,958.00
4,105.00
467.00

.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
996.85
.00
.00
.00
.00
.00
.00
.00
.00

-9,894.93
8,298.90
-8,403.30
-750.15
-1,621.01
-8.24
740.59
-18,222.89
-345.23
3,009.89
512.00
680.00
60.00
303,363.24
2,250.00
9,891.33
2,825.38
620.00
4,270.00
3,448.00
.00
.00

102.1%
68.0%
310.1%
104.8%
156.3%
101.7%
98.1%
133.9%
111.5%
83.3%
57.3%
38.2%
50.0%
67.5%
65.5%
1.1%
86.4%
38.0%
96.1%
86.9%
100.0%
100.0%

1,738,730

0

1,738,730

1,437,009.57

996.85

300,723.58

82.7%

1,373,076
65,628
40,000

0
0
0

1,373,076
65,628
40,000

1,206,633.04
60,797.67
88,085.35

.00
.00
.00

166,442.96
4,830.33
-48,085.35

87.9%
92.6%
220.2%

16050220 Police Support Services
_________________________________________
50028
50030
50100
50200
51020
51060
51100
51105
60030
60700
63005
63010
63015
64100
66600
66601
67700
69210
90630
91620
93641
94640

Wages-Full Time (Support)
Wages-Part Time
Overtime
Holiday Pay
Uniform Allowance
Sick Leave Buy-Back
Employer-FICA
Employer-IMRF Pension
Printing
Supplies and Materials
Training
Meetings and Conferences
Dues and Subscriptions
Contractual Services
Maintenance-Equipment
Maintenance-Radio
Communications
Police Comm. Assistance
Health Insurance
Liability Insurance
Technology Replacement
Capital Equipment Replacement

TOTAL Police Support Services
16052020 Police Investigative Services
_________________________________________
50010 Wages-Full Time
50028 Wages-Full Time (Support)
50100 Overtime
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50200
50250
50300
50400
50505
51020
51060
51100
51105
51115
60700
63005
63010
63015
64100
67700
69215
90630
91620
93641
94640
96600

Holiday Pay
Special Response Pay
Court Time Pay
Prep Time Pay
Firearms Incentive
Uniform Allowance
Sick Leave Buy-Back
Employer-FICA
Employer-IMRF Pension
Employer-Police Pension
Supplies and Materials
Training
Meetings and Conferences
Dues and Subscriptions
Contractual Services
Communications
Investigations
Health Insurance
Liability Insurance
Technology Replacement
Capital Equipment Replacement
Fleet Services

TOTAL Police Investigative Services

39,641
45,000
14,400
62,646
720
10,560
6,402
27,961
7,337
660,722
4,250
10,000
4,950
1,470
10,576
1,979
19,615
219,868
47,701
4,094
8,915
22,854

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

39,641
45,000
14,400
62,646
720
10,560
6,402
27,961
7,337
660,722
4,250
10,000
4,950
1,470
10,576
1,979
19,615
219,868
47,701
4,094
8,915
22,854

35,726.98
3,904.14
11,468.03
55,108.66
492.00
7,268.85
7,265.56
24,069.80
6,497.93
660,722.00
3,240.34
8,809.94
95.00
1,135.00
12,068.68
1,642.60
17,174.59
211,328.00
41,471.00
4,094.00
8,915.00
22,854.00

.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
2,564.10
.00
.00
.00
.00
.00
.00
.00

3,914.02
41,095.86
2,931.97
7,537.34
228.00
3,291.15
-863.56
3,891.20
839.07
.00
1,009.66
1,190.06
4,855.00
335.00
-4,056.78
336.40
2,440.41
8,540.00
6,230.00
.00
.00
.00

90.1%
8.7%
79.6%
88.0%
68.3%
68.8%
113.5%
86.1%
88.6%
100.0%
76.2%
88.1%
1.9%
77.2%
138.4%
83.0%
87.6%
96.1%
86.9%
100.0%
100.0%
100.0%

2,710,365

0

2,710,365

2,500,868.16

2,564.10

206,932.74

92.4%

4,938,655
65,628
51,840
180,000
187,659
75,000
105,000
262,114
3,060
55,790
7,373
91,269
7,337
2,642,888
27,605

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

4,938,655
65,628
51,840
180,000
187,659
75,000
105,000
262,114
3,060
55,790
7,373
91,269
7,337
2,642,888
27,605

4,699,401.57
61,018.38
30,837.68
209,081.06
192,519.88
16,274.81
72,706.92
248,465.56
2,676.00
53,590.09
9,965.24
81,564.42
6,462.08
2,642,888.00
27,876.11

.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00

239,253.43
4,609.62
21,002.32
-29,081.06
-4,860.88
58,725.19
32,293.08
13,648.44
384.00
2,199.91
-2,592.24
9,704.58
874.92
.00
-271.11

95.2%
93.0%
59.5%
116.2%
102.6%
21.7%
69.2%
94.8%
87.5%
96.1%
135.2%
89.4%
88.1%
100.0%
101.0%

16053020 Traffic Patrol Services
_________________________________________
50010
50028
50030
50100
50200
50250
50300
50400
50505
51020
51060
51100
51105
51115
60700

Wages-Full Time
Wages-Full Time (Support)
Wages-Part Time
Overtime
Holiday Pay
Special Response Pay
Court Time Pay
Prep Time Pay
Firearms Incentive
Uniform Allowance
Sick Leave Buy-Back
Employer-FICA
Employer-IMRF Pension
Employer-Police Pension
Supplies and Materials
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FOR 2021 13
ACCOUNTS FOR:
ORIGINAL
TRANFRS/
REVISED
AVAILABLE
PCT
100
General Fund
APPROP
ADJSTMTS
BUDGET
YTD EXPENDED
ENC/REQ
BUDGET
USED
____________________________________________________________________________________________________________________________________
63005
63010
63015
64100
66600
67700
68001
90630
91620
93641
94640
96600

Training
Meetings and Conferences
Dues and Subscriptions
Contractual Services
Maintenance-Equipment
Communications
Software Licenses/Maint
Health Insurance
Liability Insurance
Technology Replacement
Capital Equipment Replacement
Fleet Services

TOTAL Traffic Patrol Services

44,500
10,630
9,025
18,603
6,100
10,924
11,150
832,356
184,842
51,169
48,150
312,768

0
0
0
0
0
0
0
0
0
0
0
0

44,500
10,630
9,025
18,603
6,100
10,924
11,150
832,356
184,842
51,169
48,150
312,768

38,345.62
513.89
7,185.00
16,967.84
2,522.95
9,371.72
11,625.95
800,026.00
160,702.00
51,169.00
48,150.00
312,768.00

.00
.00
.00
5,569.55
.00
.00
.00
.00
.00
.00
.00
.00

6,154.38
10,116.11
1,840.00
-3,934.39
3,577.05
1,552.28
-475.95
32,330.00
24,140.00
.00
.00
.00

86.2%
4.8%
79.6%
121.1%
41.4%
85.8%
104.3%
96.1%
86.9%
100.0%
100.0%
100.0%

10,241,435

0

10,241,435

9,814,675.77

5,569.55

421,189.68

95.9%

183,621
3,500
7,425
1,050
14,883
21,751
3,000
1,000
4,500
47,114
10,222
4,086
27,722

0
0
0
0
0
0
0
0
0
0
0
0
0

183,621
3,500
7,425
1,050
14,883
21,751
3,000
1,000
4,500
47,114
10,222
4,086
27,722

167,352.47
54.30
8,533.83
772.15
12,022.11
17,550.30
2,230.47
280.00
3,701.00
45,284.00
8,887.00
4,086.00
27,722.00

.00
.00
.00
.00
.00
.00
.00
.00
287.05
.00
.00
.00
.00

16,268.53
3,445.70
-1,108.83
277.85
2,860.89
4,200.70
769.53
720.00
511.95
1,830.00
1,335.00
.00
.00

91.1%
1.6%
114.9%
73.5%
80.8%
80.7%
74.3%
28.0%
88.6%
96.1%
86.9%
100.0%
100.0%

329,874

0

329,874

298,475.63

287.05

31,111.32

90.6%

125,000
9,563
500
6,814

0
0
0
0

125,000
9,563
500
6,814

81,177.63
6,210.18
.00
5,924.00

.00
.00
.00
.00

43,822.37
3,352.82
500.00
890.00

64.9%
64.9%
.0%
86.9%

141,877

0

141,877

93,311.81

.00

48,565.19

65.8%

16053120 Police General Services
_________________________________________
50010
50100
50200
51020
51100
51105
60700
63005
64100
90630
91620
94640
96600

Wages-Full Time
Overtime
Holiday Pay
Uniform Allowance
Employer-FICA
Employer-IMRF Pension
Supplies and Materials
Training
Contractual Services
Health Insurance
Liability Insurance
Capital Equipment Replacement
Fleet Services

TOTAL Police General Services
16053200 School Crossing Guards
_________________________________________
50030
51100
60700
91620

Wages-Part Time
Employer-FICA
Supplies and Materials
Liability Insurance

TOTAL School Crossing Guards
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FOR 2021 13
ACCOUNTS FOR:
ORIGINAL
TRANFRS/
REVISED
AVAILABLE
PCT
100
General Fund
APPROP
ADJSTMTS
BUDGET
YTD EXPENDED
ENC/REQ
BUDGET
USED
____________________________________________________________________________________________________________________________________
TOTAL General Fund

15,986,923

0

15,986,923

14,855,828.80

58,192.90

1,072,901.30

93.3%
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FOR 2021 13
ORIGINAL
TRANFRS/
REVISED
AVAILABLE
PCT
APPROP
ADJSTMTS
BUDGET
YTD EXPENDED
ENC/REQ
BUDGET
USED
____________________________________________________________________________________________________________________________________
GRAND TOTAL

15,986,923

0

15,986,923

14,855,828.80

** END OF REPORT - Generated by Bob Lehnhardt **

58,192.90

1,072,901.30

93.3%
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REPORT OPTIONS
____________________________________________________________________________________________________________________________________

Sequence
Sequence
Sequence
Sequence

1
2
3
4

Field #
1
9
11
0

Total
Y
Y
Y
N

Page Break
Y
N
N
N

Report title:
YEAR-TO-DATE BUDGET REPORT
Includes accounts exceeding
0% of budget.
Print totals only: Y
Print Full or Short description: F
Print full GL account: N
Format type: 1
Double space: N
Suppress zero bal accts: Y
Include requisition amount: Y
Print Revenues-Version headings: N
Print revenue as credit: Y
Print revenue budgets as zero: N
Include Fund Balance: N
Print journal detail: N
From Yr/Per: 2021/ 1
To Yr/Per: 2021/13
Include budget entries: Y
Incl encumb/liq entries: Y
Sort by JE # or PO #: J
Detail format option: 1
Include additional JE comments: N
Multiyear view: D
Amounts/totals exceed 999 million dollars: N

Year/Period: 2021/13
Print MTD Version: N
Roll projects to object: N
Carry forward code: 1

Finance Department Internal Control Policies
Function: Cash Receipts
Effective Date: May 1, 1999

Revised Date: July 19, 2019

Governing Documents
Finance Department Policies and Procedures
Cash Receipts
Receipts are received through the mail, in person at the finance counter, from the City drop box and
electronically through EPAY, ACH and a Bank Lockbox. The City accepts cash, checks and visa or
MasterCard for making payments. If receipts are received by other departments, they are required to
bring those items to the Finance department for formal receipt. Receipts are accepted at the Wheaton
Building & Code Department, Wheaton Public Library, and the Wheaton Police Department. All the cash
and checks received by the Public Library and Police department are delivered to the Finance
department for reconciliation and entry into the Munis cash receipts system. The Wheaton Building &
Code Department uses the Munis cash receipts system and only accepts checks and credit card
payments. The Building & Code Department receipts and transactions are delivered to the Finance
department daily.
Petty Cash
The City has several petty cash boxes in various departments of the City. These are governed by the
Petty Cash Procedures created by the Finance department (See Petty Cash Procedures document).
Mail Receipts
The mail is retrieved from the City of Wheaton P.O. Box daily around 11:00 a.m. by the City Facilities
Manager or designee. The mail is delivered to the Account Clerk and is responsible for the sorting of the
mail and delivery to the respective departments. All receipts and items containing payments are given
to the Customer Service Representative located in the Finance department.
Electronic Receipts
The City receives direct posting to some City bank accounts. Utility tax payments, property tax
distributions, grant payments, etc. are deposited directly into City bank accounts. The City receives
advices of these deposits from some vendors which are used to journalize the receipt into the general
ledger. Those which do not send advices are journalized from the monthly bank statements. The Staff
Accountant or Account Clerk creates and/or enters these journal entries, the Staff Accountant reviews
the journal entries, and Director of Finance, Assistant Director of Finance, or Finance Analyst posts the
entries to the general ledger.
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Lockbox
The City utilizes a lockbox service provided by Wheaton Bank & Trust. Utility bill payments are mailed
by payees directly to the lockbox address. Only utility bills are processed by the lockbox. The Staff
Accountant retrieves the daily file in the early afternoon from the bank via the internet and then
processes the file to create a batch in the Munis system. The Staff Accountant verify totals from the
Wheaton Bank & Trust website to the Munis system. Any items not processed by the bank will be
forwarded to the City of Wheaton for processing by the Account Clerk.
Receipt Processing
The Customer Service Representative and part-time Customer Service Representatives open the mail
and enters the payments in the Munis cash receipts system. Payment stubs, invoices or handwritten
receipts are used as the basis for entry into the system. Special forms created by the finance
department may also be used for specific transaction types. The Account Clerk also enters all the utility
bill payments retrieved from the City drop box every morning. All cash transactions are entered daily in
the Munis cash receipts system and must be entered by the time the Staff Accountant proceeds with the
daily balancing of the cash drawers. At times during high volume days, the Accounts Coordinator-AR,
Accounts Coordinator-AP, and the Accounts Coordinator-UB positions will provide backup support for
the Customer Service Representative function.
The Account Clerk position retrieves the payments from the City’s drop box at 8:30 a.m. each morning.
The Account Clerk position retains only the utility billing payments and all other type payments are given
to the Customer Service Representative. The utility payment envelopes are opened and only check
transactions are retained for entry into the Munis cash receipts system. Checks are endorsed upon
entry and scanning the payment in the Munis cash receipts system. All cash transactions are given to
the Customer Service Representatives for entry. The Account Clerk adds up all the stubs and all the
checks to see both tapes are equal and compares the total to the cash receipts batch total. This process
is repeated for each type of receipt processed. The Account Clerk then delivers the stubs and checks to
the Staff Accountant.
Daily Balancing of Cash Receipts
At the start of each day the cashiers are given a cash drawer containing $300.00. Each morning the Staff
Accountant takes the cash drawers, checks, credit card receipts, settlement and batch reports and all
supporting documents for the previous day's transactions and balances the cash drawers. Closeout
tapes are run for checks and credit card receipts. A cash detail report which provides a count of the
currency and coin by denomination is prepared for cash receipts. The Staff Accountant reconciles all
cash receipts for the day and posts payments into Munis.
Daily Cash Receipts Envelope
All of the daily cash receipts and reports generated from the balancing process are put together in an
envelope and dated. This envelope is given to the Account Clerk who verifies all the receipts are
included and the report is in balance. Any discrepancies are reported to the Finance Analyst for further
review and adjustments are made if necessary. The envelope is then filed.
Bank Reconciliations
The bank reconciliations are reviewed and reconciled by the Staff Accountant and Account Clerk. The
reconciled bank statements are then reviewed by the Finance Analyst for final approval during the
month close process.
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Function: Petty Cash Disbursement Procedures
Effective Date: May 1, 1999

Revised Date: July 1, 2019

1. Petty cash funds will be used solely to reimburse an employee or city official who has incurred an
incidental expense associated with a bona fide City operation.
2. All requests for petty cash reimbursement must be submitted on an approved petty cash
reimbursement form (Exhibit A) and include appropriate receipts and documentation supporting the
amount of the request. All requested information must be completed prior to making any
disbursements including date of request, payee, account number to be charged, amount due,
authorized approval and a description of the nature of the expense.
3. Unless authorized by the Director of Finance or Assistant Director of Finance, petty cash
reimbursements shall be limited to no more than $30.00 per request. Separate requests for one
purchase exceeding $30.00 will not be accepted. Reimbursements in excess of this amount shall be
made on a Claim Authorization Record form and be processed through the City’s standard accounts
payable process.
4. Petty cash reimbursements shall not be made for cashing of personal or payroll checks.
5. Responsibility for the safety, security and proper control of each petty cash drawer rests with the
head of the department for which the drawer is assigned. Each department head may assign the
day-to-day duties of petty cash administration to an appropriate custodian. All reimbursements
made by the petty cash custodian must be dated and include initials of the custodian disbursing the
funds.
6. When the petty cash balance is getting low, the designated custodian shall prepare a reconciliation
of the petty cash fund providing a count of cash currently in the drawer as well as a detailed listing
of petty cash reimbursement slips received. The total of all petty cash reimbursement forms must
equal the amount necessary to replenish the petty cash to its designated balance. Any discrepancies
must be documented and reported to the Assistant Director of Finance. A Claim Authorization
Record form should be completed to increase the petty cash balance and processed through the
City’s standard accounts payable process.
7. Unannounced audits of each of the petty cash drawers may be made at any time by the Director of
Finance or Assistant Director of Finance and documented on the petty cash audit form (Exhibit B).
Any differences, irregularities or procedure violations discovered shall be brought immediately to
the attention of the appropriate department head and City Manager.

Https://cityofwheaton.sharepoint.com/Fin/Docs/Procedures/Internal Controls/Cash Receipts/Petty Cash Procedures
2019.docx

EXHIBIT A
CITY OF WHEATON
PETTY CASH REIMBURSEMENT REQUEST FORM
Purpose of Petty Cash Reimbursement Request:

Request Date:

Employee to be Reimbursed:
Account Number(s):

Amount(s):

Total Amount:
Department Head Approval/Date:
Paid Out By/Date:
Paid Out To/Date:

EXHIBIT B
CITY OF WHEATON
PETTY CASH AUDIT FORM
Date:

Department:

Petty Cash Custodian:
Audit Performed By:
Currency

Coins

Twenties: $

Quarters: $

Tens: $

Dimes: $

Fives: $

Nickels: $

Ones: $

Pennies: $

TOTAL CURRENCY: $
Beginning Petty Cash Balance:
Total Petty Cash On Hand:
Difference (Beg. Petty Cash/On Hand):
Total Petty Cash Receipts:
Difference (Over/(Under)):
Explanation for Difference:

Petty Cash Custodian/Date:
Department Head/Date:

TOTAL COINS: $

CITY OF WHEATON, ILLINOIS
INVESTMENT POLICY
August 15, 2016
POLICY:
It is the policy of the City of Wheaton (“City”) to invest Public Funds in a manner which will provide the
highest investment return with the maximum security while meeting the daily cash flow demands of the
City and conforming to all state and local statutes governing the investment of Public Funds.
SCOPE:
This Investment Policy (“Policy”) applies to all financial assets accounted for in the Comprehensive
Annual Financial Report of the City, except the Wheaton Police and Firefighter’s Pension Funds, which
are governed by a separate Board of Trustees and Investment Policy. Except for cash in certain
restricted and special funds, the City will consolidate cash balances from all funds to maximize
investment earnings. Investment income will be allocated to the various funds based on their respective
participation and in accordance with generally accepted accounting principles.
OBJECTIVES:
The City Finance Department will follow four major, prioritized objectives in investing funds:
1. Legality - All investment transactions will be in accordance with all applicable State and Federal
Statutes, City Municipal Code restrictions and the tenets of this Policy.
2. Safety - Each investment transaction shall seek to ensure that capital losses are avoided due to
security defaults, and to minimize erosion of value due to normal market fluctuations.
a. Credit Risk. The risk of loss due to the failure of the security issuer or backer. Credit risk
may be mitigated by:
i. Limiting investments to the safest types of securities;
ii. Pre-qualifying the financial institutions, broker/dealers, intermediaries, and
advisors with which the City will do business; and
iii. Diversifying the investment portfolio so that potential losses on individual
securities will be minimized.
b. Interest Rate Risk. The risk that the market value of securities in the portfolio will fall
due to changes in general interest rates. Interest rate risk may be mitigated by:
i. Structuring the investment portfolio so that securities mature to meet cash
requirements for ongoing operations, thereby avoiding the need to sell
securities on the open market prior to maturity; and
ii. By investing operating funds primarily in shorter-term securities.
3. Liquidity - The investment portfolio will at all times be maintained in a structure which enables
the immediate cash flow needs of the City to be met through the maturity or sale of investment
securities.
4. Return on Investment - The portfolio shall be designed to attain a market rate of return (Target:
91 Day T-Bills + 100bps) throughout budgetary and economic cycles, taking into account the
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City's legal constraints, investment risk constraints, and the cash flow characteristics of the
portfolio. Return on Investment is of least importance compared to the Safety and Liquidity
objectives described above. The core of investments is limited to relatively low risk securities in
anticipation of earning a fair return relative to the risk being assumed.
PRUDENCE:
The standard of prudence to be used by individuals involved in the investment process shall be the
"prudent person," which states, "Investments shall be made with judgment and care, under
circumstances then prevailing, which persons of prudence, discretion and intelligence exercise in the
management of their own affairs, not for speculation, but for investment, considering the probable
safety of their capital as well as the probable income to be derived" and shall be applied in the context
of managing the entire portfolio.
Individuals involved in the investment process acting in accordance with the terms of this Policy and
exercising due diligence, shall be relieved of personal responsibility for an individual security's credit risk
or market price changes, provided deviations from expectations are reported in a timely fashion and
appropriate action is taken to control adverse developments.
ETHICS & CONFLICTS OF INTEREST:
Individuals involved in the investment process shall refrain from personal business activity that could
conflict with the proper execution and management of the investment program, or that could impair
their ability to make impartial decisions. Individuals involved in the investment process shall disclose
any interests in financial institutions with which they conduct business. In addition, such individuals
shall disclose any personal financial/investment positions that could be related to the performance of
the investment portfolio. Individuals involved in the investment process shall refrain from undertaking
personal investment transaction with the same individual with whom business is conducted on behalf of
the City.
DELEGATION OF AUTHORITY:
1. City Council. Responsible for the establishment of the Investment Policy.
2. Director of Finance. Management and administrative responsibility for the investment program
is hereby delegated to the Director of Finance who, under the direction of the City Manager,
shall establish written procedures for the operation of the investment program consistent with
this Policy. Such procedures shall include explicit delegation of authority to persons responsible
for investment transactions. No person may engage in an investment transaction except as
provided under the terms of this Policy and the procedures established by the Director of
Finance. The Director of Finance shall be responsible for all transactions undertaken and shall
establish a system of controls to regulate the activities of subordinate officials. The Director of
Finance may from time to time amend the written procedures in a manner not inconsistent with
this Policy, state statutes, or other governing laws or regulations.
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3. Investment Managers. The City may engage the services of one or more external Investment
Managers to assist in the management of the City’s investment program. Such external
Investment Managers may be granted discretion to purchase and sell investment securities in
accordance with this Policy.
AUTHORIZED FINANCIAL INSTITUTIONS:
Financial institutions may include depositories, investment advisors, investment managers,
broker/dealers, and local government investment pools as authorized in this Policy. Financial
institutions who desire to become qualified for transactions must provide certification (Addendum A) of
having read and understood this Policy, agree to comply with this Policy, and ensure all investments
proposed for purchase will conform to this Policy and applicable State statutes. Selection of financial
institutions authorized to engage in transactions with the City shall be at the sole discretion of the City.
All depositories shall be insured by the Federal Deposit Insurance Corporation (FDIC) or the National
Credit Union Administration (NCUA) and may consist of banks, savings and loan associations, and credit
unions.
All financial institutions must supply the following (as appropriate):
•
•
•
•

Audited financial statements
Proof of state registration
Evidence of adequate insurance coverage (Addendum C)
Certification of having read and understood this Policy

To be considered as a depository for investments of City idle funds, the financial institution must meet
the rules established by The Federal Reserve, Office of Comptroller of Currency, and Federal Deposit
Insurance Corporation (collectively, the Federal Agencies) for a “well-capitalized” institution. An
institution is well-capitalized if it satisfies each of the following capital ratio standards:

Ratio
Total Risk-Based Capital
Tier 1 Risk-Based Capital
Tier 1 Leverage
Common Equity Tier 1 Capital

Well-Capitalized
10.0%
8.0%
5.0%
6.5%

A periodic review of the financial condition and registration of all designated financial institutions will be
conducted by the Director of Finance, or his or her designee.
Any financial institution selected by the City may be requested to provide cash management services,
including but not limited to: checking accounts, wire transfers, purchase and sale of investment
securities and safekeeping services. Fees for banking services shall be mutually agreed to by an
authorized representative of the financial institution and the Director of Finance.
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DIVERSIFICATION:
It is the policy of the City to diversify the investment portfolio. Assets invested shall be diversified to
reduce the risk of loss resulting from over-concentration of assets in a specific maturity, a specific issuer
or a specific class of securities.
COLLATERALIZATION:
It is the policy of the City and in accordance with the Government Finance Officers Association’s
Recommended Practices on the Collateralization of Public Deposits, that funds on deposit in excess of
FDIC limits be secured by some form of collateral. The City will accept any of the following assets as
collateral:




Government Securities;
Obligations of Federal Agencies; and/or
Obligations of Federal Instrumentalities.

The City reserves the right to accept/reject any form of the above named securities. The City also
requires that all depositories that hold the City’s deposits in excess of the FDIC limit must provide and
sign a Collateralization Agreement. The amount of collateral provided will not be less than 105% of the
fair market value of the net amount of public funds secured. The ratio of fair market value of collateral
to the amount of funds secured will be reviewed regularly, and additional collateral will be required
when the ratio declines below the level required and collateral will be released if the fair market value
exceeds the required level. Pledged collateral will be held in safekeeping, by an independent third party
depository, or the Federal Reserve Bank, evidenced by a safekeeping agreement. Collateral agreements
will preclude the release of the pledged assets without an authorized signature from the City.
SAFEKEEPING AND CUSTODY:
Collateral for certificates of deposits and repurchase agreements will be registered in the City's name.
The Director of Finance will hold all safekeeping receipts of pledged securities used as collateral for
certificates of deposits and repurchase agreements. A third party institution will hold pledged securities
in trust on behalf of the City's financial institution. Funds managed by outside money managers will be
held in trust for the City by a custodial bank under separate contract and will be administered in
concurrence with the City’s Investment Policy. The custodial bank will perform (but not limited to) the
following:






Hold and safeguard the assets of the City;
Collect the interest, dividends, distributions, redemptions or other amounts due;
Provide monthly reporting to all necessary parties;
Sweep all interest and dividend payments and any other un-invested cash into a short-term
money market fund for re-deployment; and
Other duties as detailed in the respective custodial agreement.
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INTERNAL CONTROLS:
The Director of Finance is responsible for establishing and maintaining an internal control structure
designed to ensure that the assets of the City are protected from loss, theft or misuse. The internal
control structure shall be designed to provide reasonable assurances that these objectives are met. The
concept of reasonable assurance recognizes that the cost of the control should not exceed the benefits
likely to be derived and the valuation costs and benefits require estimates and judgments by
management.
GENERAL METHODS & FREQUENCY OF EVALUATING THE ASSET ALLOCATION:
The Director of Finance, with the assistance of the Investment Consultant, will review the target asset
allocation of the City at least annually. The Director of Finance will take into consideration applicable
statutes, the cash flow needs of the City, and the general asset allocation structure of its peers. The
Director of Finance will make assumptions on the capital markets over the long-term and optimize the
asset allocation within the established target asset allocation described below to best meet the cash
flow needs of the City at a prudent level of risk. Any changes outside the parameters of the asset
allocation will require approval of the City Council.
ASSET ALLOCATION/REBALANCING:
The Director of Finance has established the target asset allocation and permissible percentage ranges
shown in the table set forth below:
Asset Class
1-3 Yr. Government Fixed Income
Intermediate Government Fixed Income
Total Fixed Income

Target
35.0%
40.0%
75.0%

Minimum*
25.0%
25.0%
50.0%

Maximum*
45.0%
55.0%
95.0%

Money Market/ CD
Total Cash & Cash Equivalents

25.0%
25.0%

5.0%
5.0%

50.0%
50.0%

TOTAL
*May not equal 100%

100.0%

No single Investment Manager allocation shall exceed 55% of the City’s total invested asset base.
On a quarterly basis, the investment portfolio shall be evaluated to determine if the investment mix
should be rebalanced to achieve appropriate diversification. If the City becomes aware of issues or
concerns with a particular investment, the City will take steps to address them in a timely manner,
including ending the relationship or rebalancing the portfolio, or other action as appropriate.
INVESTMENT MANAGER SELECTION:
No Investment Managers shall be hired who are a party in interest or who have not, by their record and
experience, demonstrated their Fiduciary responsibility, their investment experience, and their capacity
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to undertake the mandate for which they are being considered. Investment Managers are required to
comply with the following:
1. Acknowledge in writing a Fiduciary and Investment Manager relationship with respect to the
City as defined by Illinois law;
2. Be currently registered and maintain registration as an investment advisor under the Investment
Advisors Act of 1940, a bank (as defined in the Act), or an insurance company qualified to
perform investment management services under the law of more than one state unless
otherwise approved on an exception basis; and
3. Be granted by the City the power to manage, acquire or dispose of any assets of the City
pursuant to City documents.
The City will establish investment guidelines for the Investment Managers and, with the assistance of
the Investment Consultant, will conduct due diligence before the appointment of all Investment
Managers.
FREQUENCY OF MEASUREMENT AND MEETINGS:
1. Monthly Report. The Director of Finance shall provide a cash and investment report to the City
Manager and City Council on a monthly basis.
2. Quarterly Report and Meeting. The Director of Finance, with the assistance of the Investment
Consultant, shall prepare quarterly investment reports to the City Manager and City Council to
measure investment performance. The quarterly performance report will include, but is not
limited to, the following:
a. An analysis and summary of the most recent events in the financial markets;
b. An analysis of the allocation of the City’s investments across asset classes and/or
Investment Managers and changes in that allocation; and
c. A review of the investment results of Investment Manager(s), funds and asset classes in
the context of their objectives and benchmarks, along with specific commentary on
factors affecting performance.
INVESTMENT MANAGER COMMUNICATION & EVALUATION TERMINOLOGY:
The following terminology has been developed to facilitate efficient communication between the
Investment Managers, Investment Consultant, and the City staff. Each term signifies a particular status
with the City and any conditions that may require improvement. In each case, communication is made
only after consultation with the Director of Finance.
STATUS
A.
"In Compliance"
Policy Guidelines.

DESCRIPTION
The Investment Manager is acting in accordance with the Investment

B.
"Alert"
The Investment Manager is notified of a problem in performance (usually
related to a benchmark or volatility measure), a change in investment characteristics, an alteration in
management style or key investment professionals, and/or any other irregularities. The Investment
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Manager will be completing a monthly compliance checklist from the Investment Consultant to ensure
thorough oversight.
C.
"On Notice"
The Investment Manager is notified of continued concern with one or more
Alert issues. Failure to improve upon stated issues within a specific time frame justifies termination. The
Investment Manager will be completing a monthly compliance checklist from the Investment Consultant
to ensure thorough oversight.
D.
"Termination" The Director of Finance has decided to terminate the Investment Manager. The
Investment Manager is notified and transition plans are in place.
INVESTMENT MANAGER INVESTMENT GUIDELINES:
A. PERMISSIBLE INVESTMENTS:
Except as modified herein, pursuant to home rule authority, all investments purchased under this Policy
shall be guided by the Public Funds Investment Act 30 ILCS 235 et seq. and all revisions thereto, as may
be made by the Illinois Legislature. Below is a summary of acceptable investments as determined by the
Director of Finance in compliance with the applicable statute:
1. Bonds, notes, certificates of indebtedness, treasury bills or other securities guaranteed by the full
faith and credit of the United States of America, its agencies, and its instrumentalities as to principal
and interest.
2. Interest bearing savings accounts, interest-bearing certificates of deposit or interest-bearing time
deposits or any other investments that are direct obligations of any bank as defined by the Illinois
Banking Act.
3. Commercial Paper of corporations organized in the United States with assets exceeding
$500,000,000 if:
A. Such obligations are rated at the time of purchase at P1/A1/F1 (Moody’s Investors Service,,
Standard &Poor’s, or Fitch) and which mature not later 270 days from the date of purchase;
B. Such purchases do not exceed 10% of the corporation’s outstanding obligations, and
C. No more than 10% of the City’s funds may be invested in short term obligations of
corporations.
4. Money-market mutual funds registered under the amended Investment Company Act of 1940
provided that the portfolio is limited to bonds, notes, certificates of indebtedness, treasury bills, or
other securities which are guaranteed by the full faith and credit of the United States of America, its
agencies, and its instrumentalities or agreements to repurchase these same types of obligations
under 30 ILCS 235 et seq.
5. Interest bearing bonds of any county, township, city, village, incorporated town, municipal
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corporation, or school district, of the State of Illinois, of any other state, or of any political
subdivision or agency of the State of Illinois or of any other state, whether the interest earned
thereon is taxable or tax-exempt under federal law. The bonds shall be owned in the name of the
municipality and shall be rated at the time of purchase within the 2 highest general classifications
established by the following rating agencies: Moody’s Investors Service, Standard & Poor’s, or Fitch.
6. Securities legally issued by state or federal savings and loan associations which are insured by the
F.D.I.C.
7. Public Treasurer’s Investment Pool created under Section 17 of the State Treasurer Act or Funds
managed, operated and administered by a bank or subsidiary of a bank.
8. Agency bonds rated within the 2 highest general classifications established by the following rating
agencies: Moody’s Investors Service, Standard & Poor’s, or Fitch. Permissible federal agency bonds
include: Federal National Mortgage Association, Federal Housing Administration (FHA), Public
Housing Boards (HUD), Federal Farm Credit Banks, Farmers Home Administration, Federal Land
Banks, Federal Home Loan Banks, Federal Loan Home Mortgage Corporation (Freddie Mac), Student
Loan Mortgage Corporation, and other agencies authorized under the statutes so long as they are
approved by the Director of Finance.
9. U.S. Agency and GSE insured mortgages, including single family pass-through pools, pass-through
coupon and principal stripped securities, Federal Financial Institutions Examination Council (FFIEC)
qualified collateralized mortgage obligations (CMOs) and other home equity and multi-family passthrough securities (U.S. Agency MBS). These investments may not comprise more than 35% of the
total portfolio at any point in time. Leveraged, interest only, principal only, and companion tranche
CMO’s are strictly prohibited from purchase.
10. Other types of investments may be added to this list as changes to the statutes governing such
investments are revised.
B. RESTRICTIONS:
1. The Investment Manager shall be responsible for selecting the maturities of individual fixed income
securities within the account. Effective or modified duration of the account should, under normal
circumstances, not deviate from the duration of the benchmark (Addendum B) by more than +/20% of the benchmark duration.
2. The average quality of the overall portfolio may not be rated lower than AA/Aa2 by at least two of
the three rating agencies.
3. Investments in securities of a single issuer (with the exception of the U.S. Government and its
Agencies) must not exceed 5% of the City’s fixed income market value.
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4. No single security should comprise more that 5% of the portfolio’s overall allocation after
accounting for price appreciation.
5. Investments in private placements and leveraged financial futures are not permitted.
6. The portfolio may not exceed 10% in cash or cash equivalents.
7. U.S. Agency and GSE backed or insured mortgages, CMOs or any securitized bond must hold a AAA
rating.
8. Non-Agency securitized investments: mortgage backed (“MBS”), asset-backed (“ABS”), commercial
mortgage backed (“CMBS”), collateralized mortgage obligation (“CMO”), or collateralized debt
obligations (“CDO’s”) not issued or insured by a Government Agency are prohibited.
9. Agency structured notes, index amortizing notes, and other derivative securities, except the CMO’s
and mortgage pass-throughs described in section A-8 & A-9, are specifically prohibited under this
Policy. At no time may any derivative be utilized to leverage the portfolio for speculation.
10. No repurchase agreements are allowed.
C. Transactions:
Fixed income security purchase and sale transactions must be executed on a “best effort” basis with
brokers selected by the Investment Manager. The Investment Manager’s selection of a broker or dealer
shall take into account such relevant factors as: (a) price and commission; (b) the broker’s facilities,
reliability, and financial responsibility; and (c) the ability of the broker to effect securities transactions,
particularly with regard to such aspects thereof as timing, order size, and execution of orders. The
Investment Manager shall make all reasonable efforts to obtain the most competitive rate.
D. Subsequent Events:
If at any time, due to major fluctuations in market prices, abnormal market conditions, or any other
reason outside the control of the Investment Manager, there shall be a deviation from the specific
guidelines described herein, the Investment Manager shall not be in breach of the Policy so long as it
takes such actions over such period of time as the Investment Manager determines are prudent and in
the interests of the City to return the investments to compliance with the Policy. It is the duty of each
Investment Manager to notify the Director of Finance and the Investment Consultant in writing
whenever such deviations occur, what corrective actions will be taken and when they believe the
current Policy should be altered.
E. Investment Objective:
Each Investment Manager is expected to outperform the comparative benchmark, outlined in
Addendum B, net of investment management fees, over a typical market cycle (3 to 5 years).
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INVESTMENT POLICY ADOPTION:
The City’s Investment Policy shall be adopted by resolution of the City Council. This Policy shall be
reviewed on an annual basis by the Director of Finance and any modifications made thereto must be
approved by the City Council.
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Addendum A – Financial Institution Adoption of Policy
Financial Institution’s Acknowledgments:
The financial institution has received this copy of the Policy. The firm has studied the provisions and
believes that it can both abide by its restrictions and fulfill the goals and expectations over the
timetables set forth in the Policy. Additionally, the financial institution acknowledges that it is a
Fiduciary in regards to the City.

________________________________
Financial Institution Name

________________________________
Authorized Representative-Signature

________________________________
Authorized Representative-Printed Name

________________________________
Authorized Representative-Title

________________________________
Date
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Addendum B – Defining the Investment Benchmarks and Professionals

ASSET CLASS

INVESTMENT
MANAGER

BENCHMARK INDEX

Short Term Fixed Income
Intermediate Term Fixed Income

TBD
TBD

Barclays 1-3 Yr. Gov.
Barclays Int. Gov.

Cash & Cash Equivalents

TBD

91 Day T-Bills

Other Fund Professionals:
Custodian(s):
Investment Consultant:

TBD
Marquette Associates
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Addendum C – Authorized Financial Institution Insurance:
The insurance coverages shall include, but not necessarily be limited to, the following:
1) Professional liability insurance with limits of not less than ten million dollars ($10,000,000) per
occurrence covering the Financial Institution against all sums which the Financial Institution may
become obligated to pay on account of any liability arising out of the performance of the
professional services for the City when caused by any negligence act, error, or omission of the
Financial Institution or of any person employed by the Financial Institution or any others for
whose actions the Financial Institution is legally liable. The professional liability insurance shall
remain in force for a period of not less than four (4) years after the completion of the services to
be performed by the Financial Institution.
2) Umbrella or excess liability insurance coverage of not less than five million dollars ($5,000,000)
per occurrence.
3) Directors & Officers liability insurance coverage of not less than three million dollars
($3,000,000) per occurrence.
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Finance Department Internal Control Policies
Function: Purchasing/Accounts Payable
Effective Date: May 1, 1999

Revised Date: January 1, 2020

Governing Documents
City Purchasing Manual
Wheaton City Code
Finance Department Policies and Procedures
Purchasing
Purchasing Guidelines
Contracts and Purchases between $5,000 and $20,000.
Purchases for materials or services between $5,000 and $20,000 require individual City departments to
obtain three competitive price quotations. These purchases are handled at the department level and are
not sent to the Procurement Officer unless a Purchase Order is needed. The Department Head gets
approval from the City Manager if there are any budgetary issues associated with the purchase.
Contracts and Purchases Exceeding $20,000.
Contracts for services with a value of more than $20,000 must go through the formal public Request for
Proposal (RFP) process with some exceptions as stated in the City Code and State Statutes. Purchase
orders or contracts for materials valued at more than $20,000 must go through the formal public
Request for Bid (RFB) process. The award for these bids goes to the lowest responsive, responsible
bidder unless the City Council decides it is in the best interest for the City of Wheaton to do otherwise.
Department Heads, or designee, initiate the bidding with the Procurement Officer who updates the
bidding files and makes sure the right attachments are included. The Department Head, or designee,
reviews the bidding documents for accuracy prior to the Procurement Officer posting the bid to the
public. The Procurement Officer handles the bid opening process, which is attended by the appropriate
department project manager and is open to the general public. The bids are publicly opened. The
Procurement Officer and appropriate department project manager review the bids for compliance,
prepares a bid tabulation, and prepares a recommendation memorandum. The Procurement Officer and
Department Head, or project manager designee, concur on a recommendation and send it to the City
Council for their approval. If the City Council approves the purchase, the Procurement Officer handles
the notifying the winning bidder, generating a purchase order (if desired by the vendor), contract
signings and forwarding the appropriate information to departments.
Purchase Orders
Purchase orders are generated by the Procurement Officer for vendors who request a purchase order
for items purchased below $20,000. Purchase Orders are printed from the Munis system. Purchase
Orders will be generated for all contracts, for purchases greater than $20,000, for vendors requiring a
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purchase order, and for items departments would like to track to take advantage of encumbrance
accounting.
Accounts Payable
Invoice Processing
The Account Coordinator-Accounts Payable receives and forwards invoices to the appropriate
department for review and approval. A Claim Authorization Record form or stamp is used by
departments to authorize invoices for payment. Invoices are approved by department heads, or their
designee, and are sent to the Finance Department for processing (except for Public Works and Library
which process their own invoices). Invoices are processed twice a month and are due to the Finance
Department one (1) week prior to the City Council Meeting. The Director of Finance, or designee,
reviews and approves all City invoices (except the Library) and forwards them to the Account
Coordinator-Accounts Payable to enter into the Munis accounts payable system for payment. The
Administrative Secretary, or designee, in the Public Works Department enters all Public Works invoices
in the Munis accounts payable system. After Public Works invoices are entered, they are sent to the
Finance Department for review and approval by the Director of Finance, or designee. The Account
Coordinator-Accounts Payable verifies all batches are balanced and correct and gives the accounts
payable batch report to the Payroll & Accounts Payable Coordinator for review. The Payroll & Accounts
Payable Coordinator reviews the batch report and updates the batches.
Warrant List
The Payroll & Accounts Payable Coordinator prepares the warrant list by the Wednesday before the City
Council meeting. The Warrant List is reviewed by the Director of Finance, or designee, prior to being
sent to the City Clerk for inclusion in the City Council agenda packet for approval. An email is sent to
City departments notifying them the Warrant List is available for review on the City’s intranet.
Printing Accounts Payable Checks
Accounts payable checks are printed by the Assistant Director of Finance. Check stock is maintained by
the Assistant Director of Finance and are stored in a locked room. Accounts payable checks require two
signatures (Mayor and City Treasurer) which are printed on the self-sealed checks through the Munis
system using a secured USB drive. The Assistant Finance Director Coordinator prints a copy of the check
register and reviews it for accuracy. The checks are given to the Account Coordinator-Accounts Payable
who matches checks to invoices and encloses any remittances into envelopes, if necessary, for mailing.
The checks are then put into the safe until they are mailed on the Wednesday after the City Council
Meeting. If a check is not approved at the Council Meeting, it will be voided by the Director of Finance
or Assistant Director of Finance.
Purchasing Cards
The City has used various methods to accomplish the purchase of goods and services. Methods such as
purchase orders, check requests and use of petty cash have proved to be costly, time consuming, and
occasionally not been accepted by merchants. To promote vendor acceptance and operational
efficiency, the Finance Department initiated the purchasing card program. This program has a number of
unique controls that do not exist in a traditional purchasing environment. These controls ensure that
the card can be used only for specific purposes and within specific dollar limits. The decision of when a
purchasing card is issued, and to whom, will be decided by the Department Head with final approval by
the Director of Finance. Each cardholder has set maximum dollar amounts for each single purchase, and
a monthly limit for all purchases made with a purchasing card within a given cycle (30-Day limit). The
cardholder’s single and monthly limits are determined by the Department Head and authorized by the
Director of Finance. Each time a cardholder makes a purchase with his or her purchasing card, the limits
Page 2

will be verified, and the authorization request will be declined should the amount exceed those
amounts. The employee’s Department Head, or designee, is responsible for receiving completed
documents from the cardholders, reviewing them, resolving any discrepancies on the purchases when
matching them to their purchasing card statement. Departments will process all transactions on the
purchasing card statement in the same manner as accounts payable invoices requiring a check payment
(i.e. claim authorization form or stamp, account number(s), approval by Department Head, or designee,
etc.) and forward the completed documents to the Account Coordinator-Accounts Payable. Purchases
made by employees will be entered in the accounts payable system by the Account CoordinatorAccounts Payable. Purchasing card purchases will usually appear on the first Warrant List of the month.
Budget to Actual Reports
Department Heads are primarily responsible for ensuring budgetary compliance within their areas of
control. Department Heads and their designees have the ability to run budget to actual reports and
perform account number inquiry in the Munis system.
Fiscal Year End
1. Accounts Payable. The Finance Department sends a memo to department heads towards the
end of the fiscal year designating the cut-off date for departments to submit invoices for
payment to be charged to the prior fiscal year. The memo explains how to determine if an
expense should be charged to prior or current fiscal year. The accounting system provides for
accrual of accounts payable for payments subsequent to fiscal year end by entering a
transaction date prior to the fiscal year end date. To reconcile accounts payable booked at
year end, the Assistant Finance Director or Finance Analyst runs a report in the accounting
system for payments with a check date after year end and a transaction date prior to yearend. This report is then adjusted for manual accounts payable journal entries that may be
required to reconcile to the general ledger balance at year end.
2. Retainage Payable. The Finance Department sends a memo to department heads towards the
end of the fiscal year requesting information on major projects that have not been completed
to date. The Assistant Director of Finance and Finance Analyst, as part of the fiscal year closing
process, reviews invoice documents for major projects to determine the retainage payable as
of the fiscal year end date. A manual journal entry is prepared to reverse retainage payable
accrued as of the prior year end and to book retainage payable for the current year.
3. Outstanding Purchase Orders. Any outstanding encumbrances at year-end are either closed
or rolled over to the new fiscal year. Departments get approval from the City Manager, or
designee, to roll the items into the new fiscal year.
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Function: Financial Reporting – Year End
Effective Date: May 1, 1999

Revised Date: April 28, 2019

Governing Documents
Governmental Accounting Standards Board
Generally Accepted Accounting Principals
Finance Department Policies and Procedures Manual
Illinois Compiled Statutes
Overview
State law requires that all general-purpose local governments publish within six months of the close of
each fiscal year a complete set of financial statements presented in conformity with generally accepted
accounting principals (GAAP) and audited in accordance with generally accepted auditing standards by a
firm of licensed certified public accountants.
Year End Accrual Entries
Year-end accrual entries are prepared by the Assistant Director of Finance, Finance Analyst and Staff
Accountant based on the schedules requested and prepared for the City’s Auditors. The year-end entries
and supporting schedules are reviewed by the Assistant Director of Finance prior to being entered into
the accounting system by the Account Clerk I or by another employee other than the individual whom
prepared the entry. Normally, the Staff Accountant updates them as part of the daily transaction
postings to the ledgers. Year-end posted journal entry forms and documentation are scanned into the
Munis system or saved on the network.
Account Reconciliations
As part of the year-end close process, a variety of accounts are reviewed and verified to detailed
spreadsheets. The Assistant Director of Finance, Finance Analyst and Staff Accountant prepare the
reconciliations.
Final Review and Approval of Comprehensive Annual Financial Report (CAFR)
The Assistant Director of Finance prepares the Transmittal Letter and Management’s Discussion and
Analysis, which is reviewed by the Director of Finance prior to inclusion with the CAFR. The Assistant
Director of Finance prepares various schedules or generates reports from the Munis system to review
the CAFR prepared by the City’s auditors. The Assistant Director of Finance is responsible for reviewing
the CAFR. The Finance Analyst and Director of Finance also review the CAFR with the Director of
Finance responsible for approving the final draft.
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Year-End Financial Statements
Year-end financial statements are prepared by the Assistant Director of Finance after the completion of
the CAFR. The Assistant Director of Finance runs a program to close the 13th month and fiscal year to
restrict any further transactions from posting. The financial statements generated from the accounting
system include a: balance sheet, trial balance and subsidiary ledger which are saved as Adobe pdf files
and saved on the network. The year-end financial statements are posted on the network.
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Finance Department Internal Control Policies
Function: Capital Assets
Effective Date: May 1, 1999

Revised Date: April 28, 2019

Governing Documents
Governmental Accounting Standards Board
Generally Accepted Accounting Principals
Finance Department Policies and Procedures
Wheaton City Code
Capital Assets Overview
Capital assets, which include property, plant, equipment and infrastructure assets (e.g., roads, bridges
and similar items), are reported in the applicable governmental or business-type activities columns in
the government-wide financial statements. Capital assets are defined by the City as assets with an
initial, individual cost in excess of the following and an estimated useful life in excess of one year.
Asset Class
Infrastructure
Land, building and land improvements,
vehicles, machinery and equipment

Capitalization Threshold
$25,000
$ 5,000

Such assets are recorded at historical cost or estimated historical cost if purchased or constructed.
Donated capital assets are recorded at estimated fair market value at the date of donation. The costs of
normal maintenance and repairs, including street overlays that do not add to the value of the asset or
materially extend asset lives are not capitalized.
Major outlays for capital assets and improvements are capitalized as projects are constructed. Interest
incurred during the construction phase of capital assets of business-type activities is included as part of
the capitalized value of the assets constructed. Property, plant and equipment are depreciated using the
straight-line method over the following estimated useful lives:
Assets
Buildings
Infrastructure
Machinery and equipment

Years
30
40
5-10

See Fixed Assets Policy for detailed procedures.
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Finance Department Policies and Procedures

Program:

Operations

Number: OPR-FA-001-02

Function:

Fixed Assets

Effective Date: May 1, 1999
Revised Date: April 28, 2019

Subject:

Fixed Assets

Policy:

To present a uniform method of maintaining and updating the City of Wheaton fixed asset
records. Principles and policies incorporated into these procedures are in accordance with
the Generally Accepted Accounting Principles (GAAP) and Governmental Accounting,
Auditing and Financial Reporting (GAAFR). The primary purpose of the Fixed Asset
Management System (FAMS) is to maintain physical accountability over the assets owned by
the City of Wheaton. The accounting system should provide a record of the fixed assets
obtained over the years that are still in service and identify the funding source for the
purchase and/or construction of those assets.

Fixed Assets Defined
Fixed assets can be defined as assets of a long-term character that are intended to continue to be held
or used such as land, buildings, vehicles and equipment.
The categories of assets that will be maintained and monitored in the FAMS include:







Land and Land Right of Way
Parking Facilities and Lots
Vehicles
Water Elevated Storage Tanks and Reservoirs
Sanitary and Storm Sewer Lift Stations
Bridges








Buildings
Machinery and Equipment
Wells, Pumps and Generators
Water, Sanitary and Storm Sewers
Streets
Construction in progress

Capitalization Threshold
All fixed assets, except for infrastructure assets, with an original cost greater than or equal to $5,000,
including ancillary costs and with a useful life of one year or more, will be capitalized for financial
accounting purposes.
Infrastructure assets with an individual asset basis greater than or equal to $25,000, including ancillary
costs and with a useful life of one year or more will be capitalized for financial accounting purposes.
When a department purchases an asset that has components, such as a computer, and the components
on a unit basis are both capitalizable and non-capitalizable, only those components that meet the
capitalization threshold should be capitalized.
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Depreciation Method
Depreciation will be computed using the straight-line method. In the first and last year of the asset’s
useful life a 1/2 year of depreciation will be used.
Fund Accounting
According to the Governmental Accounting Standards Board (GASB), the classification of fixed assets
depends upon the funds used to purchase them:
1. Proprietary Funds. Assets purchased with proprietary funds (i.e. enterprise funds, internal
service funds) are recorded in their respective funds. Depreciation of fixed assets accounted for
in a proprietary fund should be recorded in the accounts of that fund.
2. General Fixed Asset Account Group (GFAAG). General fixed assets belonging to the City of
Wheaton as a whole and not to any specific fund are recorded in the general fixed assets
account group. General fixed assets are those that do not relate to specific proprietary funds or
in trust funds. General fixed assets are those that were recorded as expenditures in the general
fund, special revenue fund, or the capital projects fund, along with those assets that were
donated. Assets in the general fixed asset account group are recorded and depreciated in the
following functions:
1. General Government
2. Public Safety
3. Public Works
The City of Wheaton fixed assets fall into the following funding categories:
• 500 - Water
• 510 – Sanitary Sewer
• 515 – Storm Sewer
• 520 - Parking
• 600 – Fleet Services
• 610 - Capital Equipment Replacement
• 641 – Technology Replacement
• 642 – Building Renewal
• GFA - General Fixed Asset Account Group
• 900 - Public Library
Asset Values
According to GAAP, all purchased fixed assets are valued at cost where historical records are available
and at an estimated historical cost where no historical records exist. If the City of Wheaton uses inhouse resources such as labor, materials, and supplies, they must be included as part of the cost of the
asset and capitalized as if outside resources were used. Any ancillary payments required to place the
asset into its intended state of operation are also included in the cost. Contributed and donated fixed
assets are valued at their estimated fair market value on the date received. The fair market value is the
estimated value of the asset for which it would be exchanged between a willing buyer and seller when
neither is forced into the exchange. Interest is capitalized on proprietary fund assets acquired with tax
exempt debt. The amount of interest to be capitalized is calculated by offsetting interest expense
incurred from the date of the borrowing until completion of the project with interest earned on invested
proceeds over the same period. The costs of normal maintenance and repairs that do not add to the
value of the asset or materially extend asset lives are not capitalized. Historical costs for the various
categories of assets include:
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• Land. The historical cost for a land purchase includes the purchase price, legal and title fees,
surveying fees, clearing and building razing, appraisal and negotiating fees, and damage
payments.
• Buildings. The historical cost for a building includes the purchase price, contract price, or job
order costs, and any other expenditure necessary to put a building or structure into its
intended state of operation. Additional expenditures may include professional fees, damage
claims, cost of fixtures, insurance premiums, and related costs incurred during the period of
construction.
• Construction in Progress. The historical cost for construction in progress is the total amount
expended on a construction project at a given time prior to the City of Wheaton accepting the
project as completed.
Fixed Asset Reporting Responsibilities
Finance Department
The Finance Department is responsible for maintaining all of the fixed assets information in the Fixed
Asset Management System (FAMS). All duties and responsibilities of the FAMS are to be supervised by
the Assistant Director of Finance. The FAMS will be centrally organized, monitored, and reported by the
Staff Accountant.
The Finance Department will be responsible for:
• Communicating with departments concerning FAMS policies and procedures;
• Monitoring invoices for assets to be capitalized;
• Issuing fixed asset identification tag(s);
• Processing asset additions, transfers, retirements and disposals;
• Conducting periodic verifications of the FAMS;
• Overseeing year-end FAMS verification;
• Reconcile the FAMS reports to the general ledger on a monthly basis;
• Annual review of this policy.
Departmental Responsibilities
Each department will be responsible for providing fixed asset information to the Finance Department
when assets are purchased, transferred, retired or disposed of. Each department head or designee will
be responsible for:
• Completing an Asset Information Form (see Exhibit A) for asset purchases, transfers,
retirements or disposals on a monthly basis;
• Applying fixed asset identification tags to appropriate assets;
• Annually overseeing the year-end verification of the fixed assets for their department.
Fixed Asset Monitoring
It is the joint responsibility of the Finance Department and each department to fully prepare accurate
fixed asset record documentation. The Finance Department will create an asset record based on
information provided from the Asset Information Form supplied by each department.
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Procedures for Acquisitions of Assets
1. When a fixed asset is received by a department, the respective department will complete an Asset
Information Form and send it to the Finance Department, along with copies of the purchase order
and invoice for the asset.
2. The Finance Department will assign a fixed asset identification tag(s), if applicable, and send the tag
to the respective department to tag the asset along with a copy of the completed Asset Information
Form.
3. The Finance Department will enter the fixed asset information from the Asset Information Form into
FAMS.
4. The Finance Department will file the original Asset Information Form and appropriate
documentation.
Procedures for Retirement/Disposal of Assets
Retirements/disposals are those assets that are traded-in, obsolete, sold, donated or no longer needed.
1. When a fixed asset is retired, traded-in or disposed of by a department, the respective department
will complete an Asset Information Form. The form should note who or where the asset was given
or sold to and the amounts received, if applicable, and send the form to the Finance Department.
2. The Finance Department will enter the fixed asset information from the Asset Information Form into
FAMS.
3. The Finance Department will file the original Asset Information Form and appropriate
documentation.
Procedures for Transferred Assets
Transfers of fixed assets are to be recorded in the FAMS when the relocation of the asset or the
exchange of physical custody of the asset is considered permanent. If the equipment is to be
temporarily loaned or relocated, and the intention is to reclaim the item or restore it to its original
location in the near future, the fixed asset record does not need to be changed.
1. When a fixed asset is transferred by a department, the department transferring the asset will
complete an Asset Information Form. The form should note where the asset was transferred to and
send the form to the Finance Department.
2. The Finance Department will enter the fixed asset information from the Asset Information Form into
FAMS.
3. The Finance Department will file the original Asset Information Form and appropriate
documentation.
Procedures for Untaggable Assets
The majority of assets to be monitored and recorded in the FAMS will follow the procedures outlined
previously, however, there exist several categories of assets which will not be assigned a fix asset
identification tag and will be entered into the FAMS through alternate means:
• New Construction. New construction, which is completed within one fiscal year, should be
entered into the FAMS at the time of completion.
• Purchased Construction. Frequently, properties are purchased with existing structures which
will be modified for use. In these cases, the total purchase price must be allocated to the
appropriate fixed asset categories such as land, land improvements and construction.
• Construction in Progress (CIP). The CIP account can be viewed as a "holding" account for
accrued construction project costs where the project is sizable enough to continue for more
than one fiscal year prior to completion. Once such projects are completed and have been
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•

•

accepted by the City of Wheaton, the total cost will be transferred out of CIP and into the
appropriate fixed asset category.
Land. Land is recorded in the FAMS based on original cost and date of purchase. When the
information is not readily available, it can be researched through County records kept in the
Assessor's office. Occasionally, verifiable cost records will simply not exist. In such cases, land
should be included based on the City’s Land Cash Ordinance of $150,000 per acre.
Vehicles. Vehicles consist of all mobile assets requiring licensing by the State of Illinois.

Year End Physical Inventory
Periodically, prior to the end of the fiscal year, a physical inventory of fixed assets should be conducted.
This will be done under the direction of the Assistant Director of Finance and each department. The
FAMS report should be divided and given to the appropriate departments for verification. The following
procedures should be followed:
• Fixed assets that are in inventory should be checked off the report;
• Fixed assets that are tagged but not on the report should be reported to the Finance
Department;
• Fixed assets that are on the report but are no longer in inventory should be reported to
the Finance Department by completing the Asset Information Form;
• Fixed assets that are in inventory but not on the report and not tagged should be
reported to the Finance Department by completing the Asset Information Form along
with the appropriate documentation.
• The Fixed Asset Report should be signed and dated by the appropriate department and
sent to the Finance Department.
The Assistant Director of Finance and his staff will review the results of the inventory, revise the FAMS
accordingly, and reconcile it with the appropriate accounting ledgers.
Tagging Procedures
Assets to Be Tagged
All fixed assets will be tagged; however, some of these assets due to their nature and/or their exposure
to the weather are not practical to tag such as land, buildings, wells, and vehicles. An asset purchased or
constructed as an accessory or modification to an asset (e.g. a sheet feeder for a printer or a processing
board for a computer) that is already capitalized, should not be tagged; it should be treated as an
improvement to the existing asset.
Placement of Asset Identification Tags
Asset tags will be distributed by the Finance Department. The following is a guideline of recommended
locations to place asset identification tags:
•
•
•
•

Computers. Computer equipment should be tagged on the right side, near the back of the piece
of equipment.
Office Equipment. Office equipment should be tagged on the right side near the back of the
piece of equipment.
Appliances. Appliances should be tagged on the top right corner on either the face or side
depending on accessibility.
Shop Equipment. For shop equipment and other heavy machinery the asset identification tags
should be placed where a minimum of grease, oil, vibration or heat will be encountered. Tags
are intended to last the useful life of the item, so care should be taken when selecting the area
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•
•
•

the tag is to be placed. Ideally, the tag should be placed on the front of the asset or next to the
manufacturer's plate.
Engineering Equipment. For engineering equipment the asset identification tag should be
placed near the manufacturer's identification plate. For larger, less mobile equipment, the tag
should be placed on the upper right hand corner of the asset.
Grounds/Maintenance Equipment. For grounds and maintenance equipment the asset
identification tags should be placed where a minimum of grease, oil, vibration or heat will be
encountered, preferably near the manufacturer's identification plate.
Audiovisual Equipment. Audiovisual equipment should be tagged on the right side near the
back of the piece of equipment.

Replacement of Defaced Asset Tags
If an asset is observed to have a tag defaced to the point where number recognition is impossible, the
asset should have a replacement fixed asset identification tag assigned and affixed to it. The Finance
Department should be notified of this situation by the submittal of an appropriately completed Asset
Information Form. Upon receipt of the form the Finance Department will send a new asset tag to be
applied.
Fiscal Year End Accounting
1. Conversion entries for government-wide statements:
•

Amounts reported for governmental activities in the statement of activities are
different because:
o Governmental funds report capital outlay as expenditures, however, they
are capitalized and depreciated in the statement of activities
o Sales of capital assets are reported as a proceed in governmental funds but
as a gain/(loss) from sale on the statement of activities
o Contributed capital assets are reported as a revenue on the statement of
activities
o Some expenses in the statement of activities (e.g. depreciation) do not
require the use of current financial resources and, therefore, are not
reported as expenditures in governmental funds.

•

Amounts reported for governmental activities in the statement of net assets are
different because:
o Capital assets used in governmental activities excluding internal service
funds are not financial resources and, therefore, are not reported in the
governmental funds.
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EXHIBIT A

CITY OF WHEATON
FIXED ASSET INFORMATION FORM
Section I:
ACQUISITION (check one)
Purchase
Gift
Donation
Grant
Bond Proceeds
Installment Contract

RETIREMENT/DISPOSAL (check one)
Trade-In
Stolen
Gift
Sold
Donated
Destroyed
Scrapped

TRANSFER

Section II: Complete for acquisitions only. An acquisition is an individual asset with a cost of $5,000 or more.

Acquired From:
Account Number(s):
Manufacturer:
Asset Description
Cost Basis: (check one): Acquisition Price:
Value:

Quantity Acquired:

Invoice #:

Acquisition Date:

Model:

Serial #:
Acquisition Cost:

Appraised Value:

Site Location: (i.e., City Hall, PW, etc)

Replacement Cost:

$

Historical Cost:

Market

Responsible Org(s): (i.e., 1230, etc):

FINANCE USE ONLY:
Asset Tag #:

Asset Class:

General F/A:

or Proprietary/Trust F/A:

Proprietary/Trust Fund#:

Section III: Complete for retirements/disposals only.
Asset Tag #:
Manufacturer:

Asset Description:
Model:
Disposal Date:

Serial #:

Disposal Proceeds: $
Company/Person whom purchased/received disposed
asset:

Quantity Disposed:

Section IV: Complete for transfers only.
Asset Tag #:
Transfer Date:

Asset Description:
Quantity Transferred:

Transferred From: Site/Location: (i.e., City Hall, PW etc.):
Transferred To: Site/Location: (i.e., City Hall, PW, etc.):

Cost Transferred: $
Responsible Org: (i.e., 1230, etc):
Responsible Org: (i.e., 1230, etc):

COMMENTS:

Prepared By:
Department:
Entered In FAMS By:

Date:
Ext:
Date:

RETURN COMPLETED FORM TO THE FINANCE DEPARTMENT
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Asset Classes/Useful Lives
Asset
Class
Asset Description
1000
Land
1500
Land Improvements
2000
Buildings
2400
Parking Lots
2600
Meters
3000
Furniture & Fixtures
3500
Office Equipment
4000
Computer Equipment
5000
Machinery & Equipment-except PW
6000
Wells
6100
Wells-Pump & Generators
6200
Water Distribution System
6400
Water Elevated Storage Tanks and Reservoirs
6600
Sanitary Sewers/Lift Stations
6800
Storm Sewers/Lift Stations
7000
Large Dump Trucks-3 ½ Ton
7100
Small Dump Trucks-2 Ton or Less
7200
Pick-Up Trucks/Vans
7300
Public Works Vehicles
7350
PW- Shop Equipment
7370
PW Machinery & Equipment
7400
Plows and Spreaders
7500
Administrative Vehicles
7600
Police Marked Squad Cars
7700
Miscellaneous Police Vehicles
7800
Fire Department Engine Pumper
7810
Fire Department Ambulance
7820
Fire Department Vehicle Aerial
7830
Fire Department Truck
8000
Construction In Progress
9000
Streets
9100
Bridges
Cost Valuation Codes
Code
Valuation Description
10
Purchase Price
20
Appraised Value
30
Replacement Cost
40
Historical Cost
50
Market Value
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Useful
Life (in yrs)
0
0
30
10
5
7
5
3
10
60
15
20
75
20
20
8
8
6
10
10
10
6
5
2
5
20
8
20
5
0
40
40

Funding Sources Codes
Code
Funding Sources Description
BNDPRO
Bond Proceeds
DONATE
Donations
GENREV
General Revenues
GRANTS
Grants

Acquisition Codes
Code
Acquisition Code Description
10
Purchase
20
Gift
30
Donation
40
Grants
50
Bond Proceeds
60
Installment Contract
70
TIF Funds
80
Developer Contribution

Asset Site Codes
Code
Site Code Description
01
City Hall
02
Police Station
03
Fire Station #1
04
Fire Station #2
05
Fire Station #3
06
Public Works Building
07
Wheaton Public Library
08
Cable Building - Roosevelt Rd
09
Water Plant
10
Municipal Parking Garage
11
Municipal Parking Lots
12
Sanitary Lift Stations
13
Parks
14
Miscellaneous Land Parcels
15
Old Fire Station - Front St
16
Metra Train Station - Front St
17
Ammco Building - Main St
18
Miscellaneous Buildings
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CRISIS INTERVENTION 5.6
5.6.1

PURPOSE

The purpose of this order is to provide guidance and procedures governing department members
interactions with people who are reasonably suspected to be mentally ill and/or in need of
mental health treatment.
5.6.2

POLICY

The need to assess the mental state and intention of individuals is a routine requirement of
employees performing enforcement and investigative functions. Dealing with individuals in crisis
or enforcement situations who are known or thought to have an emotional crisis or mental illness
requires an employee to have the knowledge and skill set to effectively and legally assist the
person to avoid unnecessary violence and/or violations of civil rights.
Employees of the Wheaton Police Department shall try to recognize those who may suffer from
mental illness and shall, to the best of their ability and within the circumstances as they exist,
provide assistance to those in need of care. The Department shall provide training to its
employees in how to properly assist those who suffer from mental illness.
5.6.3

DEFINITIONS

Clear and Present Danger: means a person who: (1) communicates a serious threat of physical
violence against a reasonably identifiable victim or poses a clear and imminent risk of serious
physical injury to himself, herself, or another person as determined by a physician, clinical
psychologist, or qualified examiner: or (2) demonstrates threatening physical or verbal behavior,
such as violent, suicidal, or assaultive threats, actions, or other behavior, as determined by a
physician, clinical psychologist, qualified examiner, school administrator, or law enforcement
official (430 ILCS 65/1.1).
Crisis Intervention Officer: A sworn officer who has been certified in Crisis Intervention Training
by having graduated from a 40-hour training course and have received special on-going training
in the handling of persons suffering from mental illness. These officers can be the primary officer
or requested by other officers or supervisors to assist in situations where their training may be
of assistance.
Delusion: Idiosyncratic beliefs or impressions that are deeply entrenched despite being
contradicted by reality or rational argument, or that are not justified by cultural beliefs, the
person’s level of intelligence, and/or life experiences. Individuals experiencing delusions
irrationally adhere to these beliefs even when proven to be false or inconsistent with reality.

CRISIS INTERVENTION 5.6
Dementia: Two or more symptoms involving progressive impairment of brain function including,
but not limited to, language, memory, visual-spatial perception, emotional behavior, personality
changes, and cognitive skills.
Developmental Disability: A disability which is attributable to: (a) an intellectual disability,
cerebral palsy, epilepsy, or autism; or to (b) any other condition which results in impairment
similar to that caused by an intellectual disability and which requires services similar to those
required by intellectually disabled persons. Such disability must originate before the age of 18
years, be expected to continue indefinitely, and constitute a substantial handicap. (405 ILCS
5/1106)
Hallucination: An experience that does not exist outside the mind, in the form of auditory,
olfactory, visual, or tactile false perceptions or unreal apparitions. They do not correspond to the
stimuli that are present and have no basis in reality despite the person’s powerful sense of reality.
Hallucinations in one culture may not be considered hallucinations in another (they may be
considered visions or conversations with a higher being).
Good Faith Exception: The Illinois Compiled Statutes provides that all persons acting
in good faith and without negligence in connection with the preparation of applications,
petitions, certificates or other documents for the apprehension, transportation, examination,
treatment, habilitation, detention, or discharge of an individual under the provisions of this act
incur no liability, civil or criminal, by reason of such acts. An act of omission or commission by a
peace officer acting in good faith rendering emergency assistance or otherwise enforcing the
compiled statutes does not impose civil liability on the peace officer or his or her supervisor or
employer unless the act is a result of willful or wanton misconduct. (405 ILCS 5/6-103(a) and (d)).
Intellectual Disability: Significantly subaverage general intellectual functioning which exists
concurrently with impairment in adaptive behavior, and which originates before the age of 18
years. (405 ILCS 5/1-116)
Involuntary Admission: Petition—When a person is asserted to be subject to involuntary
admission on an inpatient basis and is in such a condition that immediate hospitalization is
necessary for the protection of such person or others from physical harm, any person 18 years of
age or older may present a petition to the facility director of a mental health facility in the county
where the respondent resides or is present. The petition may be prepared by the directorof the
facility (405 ILCS 5/3-601) or by a peace officer (405 ILCS 5/3-606).
The Petition shall include all of the following:
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1. A detailed statement of the reason for the assertion that the respondent is subject to
involuntary admission, including the signs and symptoms of a mental illness and a
description of any acts, threats, or other behavior or pattern of behavior supporting
the assertion and the time and place of their occurrence.
2. The name and address of the spouse, parent, guardian, substitute decision maker, if
any, and close relative, or if none, the name, and address of any known friend of the
respondent whom the petitioner has reason to believe may know or have any of the
other names and addresses. If the Petitioner is unable to supply any such names and
addresses, the petitioner shall state that diligent inquiry was made to learn this
information and specify the steps taken.
3. The petitioner's relationship to the respondent and a statement as to whether the
petitioner has legal or financial interest in the matter or is involved in litigation with
the respondent. If the petitioner has a legal or financial interest in the matter or is
involved in litigation with the respondent, a statement of why the petitioner believes
it would not be practicable or possible for someone else to be the petitioner.
4. The names, addresses, and phone numbers of the witnesses by which the facts
asserted may be proved.
Mental Health Crisis: A situation where a person’s normal coping mechanisms have become
overwhelmed causing that person to pose an immediate and significant risk to himself/herself or
others.
Mental Health Facility: Any licensed private hospital, institution, or facility or section thereof,
and any facility, or section thereof, operated by the State or a political subdivision thereof for the
treatment of persons with mental illness and includes all hospitals, institutions, clinics, evaluation
facilities, and mental health centers which provide treatment for such persons. (405 ILCS 5/1114)
Mental Illness: A mental or emotional disorder that substantially impairs a person’s thought,
perception of reality, emotional process, judgment, behavior, or ability to cope with the ordinary
demands of life, but does not include a developmental disability, dementia or Alzheimer’s disease
absent psychosis, a substance abuse disorder, or an abnormality manifested only by repeated
criminal or otherwise anti-social conduct. (405 ILCS 5/1-129)
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Peace Officers; Petitions: A peace officer may take a person into custody and transport him/her
to a mental health facility when the peace officer has reasonable grounds to believe that the
person is subject to involuntary admission on an inpatient basis and in need of immediate
hospitalization to protect such person or others from physical harm. Upon arrival at the facility,
the peace officer may complete the petition under Section 3-601. If the petition is not completed
by the peace officer transporting the person, the transporting officer’s name, badge number, and
employer shall be included in the petition as a potential witness as provided in Section 3-601 of
this chapter (405 ILCS 5/3-606). The peace officer may witness a third party complete the
petition.
Persons Subject to Involuntary Admission on an Inpatient Basis: (1) A person with mental illness
and who, because of his/her illness, is reasonably expected, unless treated on an inpatient basis,
to engage in conduct placing such person or another in physical harm or in reasonable
expectation of being physically harmed; or (2) A person with mental illness who because of his or
her illness is unable to provide for his or her basic physical needs so as to guard himself or herself
from serious harm without the assistance of family or others, unless treated on an inpatient basis;
or (3) A person with mental illness who: (i) refuses treatment or is not adhering adequately to
prescribed treatment; (ii) because of the nature of his or her illness, is unable to understand his
or her need for treatment; and (iii) if not treated on an inpatient basis, is reasonably expected,
based on his or her behavioral history, to suffer mental or emotional deterioration and is
reasonably expected, after such deterioration, to meet the criteria of either paragraph (1) or
paragraph (2) of this Section. (405 ILCS 5/1-119)
Person Subject to Involuntary Admission on an Outpatient Basis: (1) A person who would meet
the criteria for admission on an inpatient basis as specified in 405 ILCS 5/1-119 in the absence of
treatment on an outpatient basis and for whom treatment on an outpatient basis can only be
reasonably ensured by a court order mandating such treatment; or (2) A person with a mental
illness which, if left untreated, is reasonably expected to result in an increase in the symptoms
caused by the illness to the point that the person would meet the criteria for commitment under
405 ILCS 5/1-119, and whose mental illness has, on more than one occasion in the past, caused
that person to refuse needed and appropriate mental health services in the community. (405 ILCS
5/1-119.1)
Psychosis: A mental state that markedly interferes with a person’s ability to differentiate his/her
own thoughts and perceptions with reality; typically includes delusions and hallucinations.
5.6.4

PROCEDURES

5.6.4.1

Recognition of Persons Suffering from Mental Illness

Mental illness is quite often difficult to define in a given individual since there are many types
and degrees of mental illness.
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Department members are not expected to make judgments of mental or emotional
disturbance, but rather recognize behavior that is potentially destructive and/or dangerous to
oneself or others. The following guidelines, which can be used during patrol as well as during
interviews and interrogations, are generalized signs and symptoms of behaviorthat may suggest
the presence of a mental illness. Department members should not rule out other potential causes
including, but not limited to, reactions to narcotics or alcohol or temporaryemotional disturbances
that are situationally motivated. Department members should evaluate the following related
symptomatic behavior in the total context of the situation when making judgments about the
individual’s mental state and need for intervention, absent the commissionof a crime.
Persons with mental illness may show signs of strong and unrelenting fear of persons, places, or
things. The fear of people or crowds, for example, may make the individual extremely reclusive
or aggressive without apparent provocation.
Individuals who demonstrate extremely inappropriate behavior for a given context may have
mental illness.
Persons with emotional problems may be easily frustrated in new or unforeseen circumstances
and may demonstrate inappropriate or aggressive behavior in dealing with the situation.
In addition to the above, a person with mental illness may exhibit one or more of the following
characteristics:
a. Abnormal memory loss related to such common facts as name, home address,
etc., although these may be signs of other physical or cognitive ailments such as
injury or Alzheimer’s disease.
b.

Delusions, the belief in thoughts or ideas that are false, such as delusions of
grandeur (“I am Christ.”) or paranoid delusions (“Everyone is out to get me.”).

c. Hallucinations of any of the five senses (e.g., hearing voices commanding the
person to act, feeling one’s skin crawl, smelling strange odors, etc.).
d. The belief that one suffers from extraordinary physical maladies that are not
possible, such as a person who is convinced that his/her heart has stopped beating
for extended periods of time.
e. Obsession with recurrent and uncontrolled thoughts, ideas, and images, extreme
confusion, fright, or depression.
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f. An inability to communicate effectively due to confusion, fear, or mental
incapacities.
g. Physiological symptoms including lack of eye contact; fidgetiness; rambling
thoughts or speech; sweating; clenching of fists or jaw; intimidating stances;
attempt to physically remove self from the environment; inability to follow
direction; appearing to be looking at or responding to stimuli surrounding other
persons; facial grimaces or tics; crying, yelling, or flat affect or response.
Mental illness can also be evident when individuals display sudden changes in lifestyle which
include, but are not limited to an unwillingness to live up to commonly accepted rules and
responsibilities, sudden and drastic mood swings, serious lack of judgment regarding money, job,
family, and property, or marked and extreme departures in dress and sexual behavior.
Other causes of abnormal behavior may include some of the symptoms of persons with mental
illness but are caused by other mental or physical impairment. There are important differences
between individuals who have developmental disabilities and those who suffer from mental
illness. These include the following:
a. Subnormal intellectual capacity and deficiencies in a person’s ability to deal
effectively with social conventions and interaction. A person with an intellectual
disability may display behaviors that are rational but are similar to younger
persons who are not intellectually disabled.
b. Persons who have Cerebral Palsy exhibit motor dysfunctions that may be confused
with some characteristics of either an intellectually disabled person or a person
with mental illness. These include awkwardness in walking, involuntary and
uncontrollable movements or seizures, and problems with speech and
communication.
c. Persons with autism often engage in compulsive behavior or repetitive and
peculiar body movements. They may also display unusual reactions to objects or
people they see around them, appear insensitive to pain, and may be hyperactive,
passive, easily agitated, or susceptible to tantrums.
5.6.4.2 Determining Danger
Not all persons with mental illness are dangerous while some may represent danger only under
certain circumstances or conditions.
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Officers may use several indicators to determine whether person with an apparent mental illness
represents an immediate or potential danger to himself/herself, the officer, or others or is
incapable of properly caring for themselves. These include the following:
a. The availability of any weapons to the person.
b. Statements by the person that suggest to the officer that the individual is prepared
to commit a violent or dangerous act. Such comments may range from subtle
innuendos to direct threats that when taken in conjunction with other information
compounds to the potential for violence.
c. A personal history that reflects prior violence under similar or related
circumstances. The distressed person’s history may be known to the officer,
family, friends, or neighbors who may be able to provide helpful information. All
efforts should be made to obtain as much background information on the person
as possible.
d. Failure of the distressed individual to act prior to arrival of the officer does not
guarantee there is no danger, but can diminish the potential for danger.
e. The amount of control that the person demonstrates is significant, particularly the
amount of physical control over emotions of rage, anger, fright, or agitation. Signs
of a lack of control include extreme agitation, inability to sit still or communicate
effectively, wide eyes, and rambling thoughts and speech. Clutching one’s self or
other objects to maintain control, begging to be left alone, or offering frantic
assurances that one is alright may also suggest that the individual is close to losing
control.
f. The volatility of the environment is a particularly relevant factor that officers must
evaluate. Agitators that may affect the person or a particular combustible
environment that may incite violence should be taken into account.
g. The apparent physical condition of the person and the general state of their living
conditions.
5.6.5

CRISIS INTERVENTION TECHNIQUES - DEALING WITH PERSONS WITH MENTAL
ILLNESS

When an officer determines that an individual may suffer from mental illness and poses a
potential threat to oneself, the officer, or others, the officer shall remember that his/her personal
safety and that of others is paramount and all necessary measures shall be employed to resolve
any conflict safely utilizing the appropriate force to resolve the issue. The following are
techniques that may assist the officers in handling individuals with mental illness.
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There is no expectation that officers utilize all these techniques or that they be employed in
any specificorder:
a. Request a backup officer especially in cases where the individual may need to be
taken into custody. When possible, a supervisor should respond to assist the
primary officer.
b. Take steps to calm the situation. When possible, eliminate emergency lights and
sirens, disperse crowds, and assume a quiet non-threatening manner when
approaching or conversing with the individual. If violent or destructive acts have
not occurred, avoid physical contact, and take time to assess the situation.
c. Move slowly and try to avoid exciting the person. Provide reassurance that the
police are there to help and that he/she will be provided with appropriate care.
When appropriate, provide space so the individual feels less threatened or
pressured to act.
d. Communicate with the individual to try and determine what is bothering him/her.
Relate your concern for how the person is feeling and allow the person to express
his/her feelings. Do not dispute delusions or pretend to see or hear hallucinations;
simply communicate empathy about how they are affecting the person. Validate
the individual’s fear and anxiety related to the situation. Do not dismiss the
individual’s feelings or emotions even if they appear unrealistic. Consider there
may be a basis for the beliefs.
e. When possible, gather information about the person from acquaintances or family
members to better assess the situation at hand.
f. Try to avoid topics that may agitate the person and guide the conversation by
asking simple questions to determine if the person is oriented (name, address,
telephone number, time of day, day of the week, date, etc.).
g. Look for personal identification or medical tags which often provide a contact
name and telephone number.
h. Always attempt to be truthful with an individual with mental illness. If the subject
becomes aware of a deception, he/she may wish to withdraw from the contact in
distrust and become hypersensitive or retaliate in anger.
i.

Announce and explain actions and offer clear instructions for the individual.
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5.6.6

CUSTODY AND REFERRAL PROCEDURES

Standing alone, being mentally ill is not illegal and permits no special police responses. However,
intervention is permitted and can take place in the following forms: Voluntary Admission,
Involuntary Admission, and/or Crisis Intervention.
Voluntary Admission: Requires minimal officer involvement. This person has not shown
themselves to be a threat to themselves or others and may simply request an evaluation, or after
discussion with the officer recognize the need for evaluation and consent to an evaluation at a
local hospital. Officers should make all reasonable attempts to get the person to voluntarily
receive evaluation when it is determined the subject is in need of Mental Health Assistance. If
the subject is currently under the care of a private physician, they should be referred to the
treating physician if possible. Persons who voluntarily agree to psychiatric evaluation may be
taken to the nearest hospital at the discretion of the City of Wheaton Fire Department or may be
transported to the DuPage County Crisis Center by the officer.
Involuntary Admission: A higher level of officer intervention is required. This person has
demonstrated behavior which would lead a reasonable person to conclude they are in immediate
or potential danger to himself/herself, the officer, or others, and/or being incapable of properly
caring for themselves. When dealing with this person, officers should recognize the possibility
that the risk to the person’s self may not be solely from violence or self-destructive behavior. The
need to protect this person from themselves may arise from the person’s inability or refusal to
conduct self-care behavior in order to maintain their well-being to the point that they are
suffering from substantial physical deterioration and show an inability to function if not treated
immediately. Examples of this might include but are not limited to persons suffering from severe
Alzheimer’s disease or severe dementia resulting in an inability to provide for their own basic
needs. In encountering this type of admission, efforts should be made to receive co-operation
and voluntary transportation. If the person refuses to voluntarily be transported, reasonable
force can be applied to ensure the person receives the care they require. Additionally, Officers
should attempt to ensure medical personnel are immediately available and their immediate
supervisor has been notified prior to any force being applied to restrain the subject.
Crisis Intervention: Requires a higher level of officer assistance. This person has demonstrated
behavior or made statements to indicate they are experiencing a mental health crisis but does
not meet the criteria for an Involuntary Admission, and they have no desire to seek help or
conduct a Voluntary Admission. Officers will need to utilize alternative resources (DuPage County
Health Department) and determine if any assistance may be provided to the subject in crisis.
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Adults: When a determination is made that the person who is eighteen (18) years of age or older
meets the criteria for a Person Subject to Involuntary Admission on an Inpatient Basis, he/she
must be transported to the nearest hospital emergency room for an evaluation. A Petition for
Involuntary/Judicial Admission must be completed by the officer in order to transport an
individual. The criteria are:
a. The person is reasonably expected, unless treated on an inpatient basis, to engage
in conduct placing such person or another in physical harm or in reasonable
expectation of being physically harmed; or
b. The person is unable to provide for his or her basic physical needs so as to guard
himself or herself from serious harm without the assistance of family or others,
unless treated on an inpatient basis; or
c. The person:
1. Refuses treatment or is not adhering adequately to prescribed treatment;
2. Because of the nature of his or her illness, is unable to understand his or her
need for treatment; and
3. If not treated on an inpatient basis, is reasonably expected, based on his or her
behavioral history, to suffer mental or emotional deterioration and is
reasonably expected, after such deterioration, to meet the criteria of either
section 2(a) or section 2(b) above.
Minors: When a determination is made that the person who is under eighteen (18) years of age
meets the above criteria for a Person Subject to Involuntary Admission on an Inpatient Basis,
he/she must be transported to the nearest hospital emergency room for an evaluation. Minors
do not require a Petition for Involuntary/Judicial Admission in order to transport to the hospital.
The Illinois Mental Health and Developmental Disabilities Code (405 ILCS 5/3-504 Minors;
Emergency Admissions) authorizes an officer to request an emergency admission. The officer
shall:
a. Provide to the hospital a detailed statement of the reason for the assertion that
immediate hospitalization is necessary, including a description of any acts or
significant threats supporting the assertion, the time and place of the occurrence
of those acts or threats, and the names, addresses and telephone numbers of
other witnesses of those acts or threats.
b. Provide the officer’s name and telephone number to the hospital staff to facilitate
a later request for additional information or verification.
c. Attempt to locate the minor’s parent, guardian, or person in loco parentis.
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d. Remain at the hospital with the minor until a parent, guardian, or person in loco
parentis arrives.
e. Document all observations and actions taken in an Incident Report.
When an individual is cooperative and seeking Voluntary Admission, the person may voluntarily
go to the hospital or Crisis Center for assistance. The following modes of transportation may be
used:
a. A reliable family member.
b. Wheaton Fire Department ambulance or designated mutual aid unit.
c. Wheaton Police Department vehicle with prior supervisory approval.
5.6.7

DECENTRALIZED CRISIS RESPONSE PILOT PROGRAM

When an individual is experiencing a mental health crisis but does not meet the criteria for an
Involuntary Admission and is unwilling to submit to a Voluntary Admission, officers will
determine the need for Crisis Intervention. Family members may feel frustrated, helpless, or
confused as to how to get help for their loved one’s mental illness. Officers should take the time
to address the concerns of the family member when possible and advise them of the
Decentralized Crisis Response Pilot Program between the Wheaton Police Department and the
DuPage County Health Department.
5.6.7.1

Procedure

The DuPage County Health Department and the Wheaton Police Department have agreed to
participate in a pilot program which will allow for responding officers to, with the individual’s
voluntary consent, call the DuPage County Health Department’s Mobile Crisis Team (630-6271700) to request a clinician to the site of the incident and provide an onsite crisis evaluation. If
the individual prefers, the officer may instead bring the individual to the Health Department’s
Crisis Center (115 N. County Farm, Wheaton) for an onsite crisis evaluation at that location, or
any other agreed upon location. The pilot program will not be utilized in instances where the
individual meets the criteria for involuntary admission to a mental health facility on an inpatient
basis pursuant to 405 ILCS 5/1-119, 5/3-600 or 5/3-700. If this is the case, the officer will complete
an involuntary petition for hospitalization and will follow standard protocols listed in this order.
During instances that an individual is not experiencing a mental health crisis, but the officer
believes that the individual would benefit from a mental health assessment, the officer may ask
if the individual voluntarily consents to an onsite mental health assessment. If the individual
consents, the officer will contact the Health Department and request a non-emergent response
as set forth in the attached flowchart (appendix A).
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The attached DuPage County Decentralized Crisis Response Pilot Referral Form (appendix B) shall
be completed by the referring officer without delay and submitted online at
https://form.jotform.com/DupageMobileCrisis/Referral. The link is located in SharePoint main
page under Police Links. If the individual is willing to accept assistance, individuals may be
transported to the DuPage County Health Department or an alternative location to meet a
clinician from the DuPage County Health Department as follows:
a. Wheaton Police Department vehicle with supervisory approval. (Preferred
Method)
b. Wheaton Fire Department ambulance or designated unit.
c. A reliable family member.
When an individual must be taken into protective custody for an Involuntary Admission due to
their immediate or potential danger to himself/herself, the officer, or others, or being incapable
of properly caring for themselves. Officers may restrain the individual by use of handcuffs,
flexcuffs, or other restraints if necessary. Officers should be aware that the use of restraints on
persons with mental illness may aggravate their symptoms.
1. Transportation shall be made by a Wheaton Fire Department ambulance or
designated mutual aid unit, with a police officer following the ambulance to the
hospital to ensure the person is delivered to medical staff.
2. When an individual is physically combative, a police officer shall ride in the ambulance
and notify their immediate supervisor.
Petition as a result of personal observations, the primary officer shall prepare a Petition for
Involuntary/Judicial Admission for a person eighteen (18) years of age or older. This petition will
assert that the person is in need of evaluation and must be completed fully by describing the
behavior, actions, and statements heard, being as detailed as possible, that resulted in the
decision that the person is in need of a mental health evaluation.
1. The officer will deliver the petition and the person to the medical staff of the
emergency room or hospital.
2. The officer will obtain the name of the medical staff person to whom the petition is
delivered and include the name in the police report.
3. If the petition is not completed by the peace officer, the primary officer’s name, badge
number, and employer shall be included in the petition as a potential witness, as
provided in Section 3-601 of the Mental Health and Development Disabilities Code.
4. The officer must complete the petition in its entirety or witness a third party complete
the petition.
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5. A copy of the completed petition should be obtained and included with the police
report.
An Incident Report shall be completed documenting in detail what occurred on any call involving
a mental health crisis. The report shall include the method of transport to the hospital and
identify, if applicable, which Wheaton Fire Department ambulance was used.
The Person Determined to Pose a Clear and Present Danger form shall be completed for those
individuals determined to pose a clear and present danger pursuant to 20 Il. Admin. Code
1230.120. The form must be submitted within 24 hours of the determination to the Illinois State
Police, Firearms Services Bureau in Springfield, Illinois. Once completed and provided, the form
shall be attached to the associated police report.
Emergency Admittance Forms are an important legal element in the process and without them a
person with mental illness cannot be legally restrained. Emergency Admittance Forms include
the following:
1. Petitions for Involuntary/Judicial Admission may be signed by an officer or any person
18 years of age or older who can attest to the need for mental health treatment of
that person.
2. A Certificate of Need for Hospitalization is prepared by a physician at the hospital to
certify the need for hospitalization. No person admitted to the hospital on a petition
may be detained for more than 24 hours without the completion of this form by the
examining physician. If the certificate is not completed, the person petitioned as in
need of mental health treatment must be released.
3. A Court Order for Temporary Detention and Examination is signed by a judge and
authorizes an officer to take custody of a person in need of mental health treatment
and transport that person to a mental health facility. The person taken into custody
for examination may not be held for more than 24 hours.
Making Referrals/Accessing Community Mental Health Resources - Mental health referrals are
available to individuals and family members regarding community mental health resources when,
in the best judgment of the employee, the circumstances do not dictate that the individual be
taken into protective custody. Referrals may be made to the following, but not limited to:
a. DuPage County 24-Hour Crisis Intervention Center (630) 627-1700
b. www.dupagehealth.org/access-and-crisis-center (For DuPage County residents)
c. National Alliance for the Mentally Ill (NAMI) of DuPage County (630) 752-0066

www.namidupage.org (For all residents.)
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5.6.8

REPORTING REQUIREMENTS

On a monthly basis, in accordance with 50 ILCS 709/5-12(7), the department shall submit a
report to the Department of State Police including all incidents where an officer was dispatched
to a person experiencing a mental health crisis or incident. The report shall include the following
information:
a. Number of incidents
b. Level of law enforcement response
c. Outcome of each incident
As defined in 50 ILCS 709/5-12(7), a “mental health crisis” is when a person’s behavior puts them
in risk of hurting themselves or another or prevents them from being able to take care of
themselves.
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DOMESTIC VIOLENCE 5.7
5.7.1

PURPOSE

The purpose of this Order is to establish guidelines, responsibilities, and procedures for
responding to domestic violence calls in compliance with the Illinois Domestic Violence Act of
1986.
5.7.2

POLICY

It is the policy of the Wheaton Police Department to provide immediate and effective assistance
in calls for service involving domestic violence. These measures include taking a pro-active
response to safeguard victims’ rights, provide victim assistance and utilize arrest as a deterrent
to future violence.
It is the policy of the Wheaton Police Department that officers shall treat all acts of domestic
violence as criminal conduct. Domestic violence incidents shall be treated in the same manner
as all other requests for police assistance in cases where there has been physical violence or the
threat thereof. Additionally, this department shall assist in facilitating victims’ and offenders’
access to appropriate civil remedies and community resources whenever feasible.
It is the policy of the Wheaton Police Department that officers shall respond to and investigate
complaints of persons who are victims of domestic violence in a safe and expeditious manner
and that all such calls should be regarded as potentially "high risk" calls for police officers. The
investigation of domestic violence cases often places officers in emotionally charged and
sometimes highly dangerous environments. No provision of this order is intended to supersede
the responsibility of all officers to exercise due caution and reasonable care in providing for the
safety of any officers and parties involved.
5.7.3

DEFINITIONS

Domestic violence or abuse: An act of physical abuse, harassment, intimidation of a dependent,
interference with personal liberty or willful deprivation, but does not include reasonable
direction of a minor child by a parent or person in loco parentis.
Physical abuse: Includes sexual abuse and means any of the following: Knowing or reckless use
of physical force, confinement, or restraint; Knowing, repeated and unnecessary sleep
deprivation; or knowing or reckless conduct which creates an immediate risk of physical harm.
Adult with disabilities: An elder adult with disabilities or a high-risk adult with disabilities. A
person may be an adult with disabilities for purposes of this Act even though he or she has
never been adjudicated an incompetent adult. However, no court proceeding may be initiated
or continued on behalf of an adult with disabilities over that adult's objection, unless such
proceeding is approved by his or her legal guardian, if any.
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Harassment: Knowing conduct which is not necessary to accomplish a purpose which is
reasonable under the circumstances; would cause a reasonable person emotional distress; and
does cause emotional distress to the victim. Unless the presumption is rebutted by a
preponderance of the evidence, the following types of conduct shall be presumed to cause
emotional distress:
a. Creating a disturbance at the victim's place of employment or school;
b. Repeatedly telephoning the victim's place of employment, home, or residence;
c. Repeatedly following the victim about in a public place or places;
d. Repeatedly keeping the victim under surveillance by remaining present outside
his or her home, school, place of employment, vehicle or other place occupied by
the victim or by peering in the victim's windows;
e. Improperly concealing a minor child from the victim, repeatedly threatening to
improperly remove a minor child of the victim from the jurisdiction or from the
physical care of the victim, repeatedly threatening to conceal a minor child from
the victim, or making a single such threat following an actual or attempted
improper removal or concealment, unless the respondent was fleeing from an
incident or pattern of domestic violence;
f. Threatening physical force, confinement, or restraint on one or more occasions.
Intimidation of a dependent: Subjecting a person who is dependent because of age, health, or
disability to participation in or the witnessing of: physical force against another or physical
confinement or restraint of another which constitutes physical abuse, regardless of whether the
abused person is a family or household member.
Interference with personal liberty: Committing or threatening physical abuse, harassment,
intimidation, or willful deprivation so as to compel another to engage in conduct from which she
or he has a right to abstain or to refrain from conduct in which she or he has a right to engage.
Willful deprivation: Willfully denying a person who because of age, health or disability requires
medication, medical care, shelter, accessible shelter or services, food, therapeutic device, or
other physical assistance, and thereby exposing that person to the risk of physical, mental, or
emotional harm, except with regard to medical care and treatment when such dependent person
has expressed the intent to forego such medical care or treatment. This paragraph does not
create any new affirmative duty to provide support to dependent persons.
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Family or household members include:
a. Spouses
b. Former spouses
c. Parents
d. Children
e. Stepchildren
f. Other persons related by blood
g. Persons related by present or prior marriage
h. Persons who share or formerly shared a common dwelling
i.

Persons who have or allegedly have a child in common

j.

Persons who share or allegedly share a blood relationship through a child

k. Persons who have or have had a dating or engagement relationship
l.

Persons with disabilities and their personal assistants

m. Caregivers as defined in Section 12-4.4(a) of the Criminal Code of 2012.
Note: For purposes of this paragraph, neither a casual acquaintanceship nor ordinary
fraternization between 2 individuals in business or social contexts shall be deemed to constitute
a dating relationship. In the case of a high-risk adult with disabilities, "family or household
members" includes any person who has the responsibility for a high-risk adult as a result of a
family relationship or who has assumed responsibility for all or a portion of the care of a high-risk
adult with disabilities voluntarily, or by express or implied contract, or by court order.
Order of Protection: Is an emergency order, interim order, or plenary order granted pursuant to
this act which includes any or all of the remedies authorized by Section 214 of this Act.
Emergency Order of Protection: Is an emergency order, issued without notice and is effective for
not less than 14 days nor more than 21 days.
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Interim Order of Protection: Is a temporary order and is effective for not more than 30 days.
Plenary Order of Protection: Is a final order and is effective for not more than 2 years.
Petitioner: May mean not only any named petitioner for the Order of Protection and any named
victim of abuse on whose behalf the petition is brought, but also any other person protected by
this Act.
Predominant Aggressor: Means the most significant aggressor. Reference Arrest Situations-G.
for criteria to be considered in determining a predominant aggressor.
Respondent: Is the person to whom an Order of Protection is directed.
5.7.4

OFFICER'S RESPONSIBILITIES

The Illinois Domestic Violence Act of 1986, as amended, requires officers to assist the victim, to
arrest the abuser when appropriate, to seize any weapons used to commit the offense and to
report the incident.
5.7.4.1

Assistance to the Victim

If the officer has reason to believe that a person has been abused, neglected, or exploited by a
family or household member, the officer will immediately use all reasonable means to prevent
further abuse, neglect, or exploitation, including, but not limited to, the following:
a. Arresting the abusing, neglecting, and exploiting party, where appropriate.
b. When probable cause exists to believe particular weapons were used to commit
the incident of abuse, subject to constitutional limitations, seizing and taking
inventory of the weapons.
c. Accompanying the victim of abuse, neglect, or exploitation to his or her place of
residence for a reasonable period of time to remove necessary personal
belongings and possessions.
d. Offering the victim of abuse, neglect, or exploitation immediate and adequate
information, written in a language appropriate for the victim, which shall include
a summary of the procedures and relief available to victims of abuse under the
Illinois Domestic Violence Act of 1986; and providing the victim with the name and
badge of the officer. This information may be supplied by providing the victim
with the “Illinois Domestic Violence Act Victim Information” Sheet (Appendix “A”)
and “Written Statement and Explanation of Rights” form (Appendix “B”).
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e. Providing the victim with one referral to an accessible service agency.
f. Advising the victim of abuse about seeking medical attention and preserving
evidence (specifically including photographs of injury or damage to property –
including clothing).
g. Providing or arranging accessible transportation for the victim, and any minors, of
abuse to a medical facility for treatment of injuries or to a nearby place of shelter
or safety; or, after the close of court business hours, providing or arranging
accessible transportation for the victim of abuse to the nearest available circuit
judge or associate judge so the victim may file a petition for an emergency order
of protection.
h. When a victim of abuse chooses to leave the scene of the offense, it shall be
presumed that it is in the best interests of any minors or dependents in the victim's
care to remain with the victim or a person designated by the victim, rather than
to remain with the abusing party.
5.7.4.2

ARREST SITUATIONS

Officers can make an arrest without a warrant if they have probable cause to believe a person
has committed or is committing a criminal offense (e.g., battery against the victim). Law
enforcement officers shall recognize the danger inherent in Domestic Violence and when an
officer has reason to believe that a person has been abused, neglected, or exploited by a family
or household member, the officer shall immediately use all reasonable means to prevent further
abuse, neglect, or exploitation, including arresting the abusing, neglecting, and exploiting party,
where appropriate. See 750 ILCS 60/304(a)(1).
Officers can make an arrest without a warrant if they have probable cause to believe the person
has violated one of the police enforced remedies of an Order of Protection, even if the crime was
not committed in the presence of the officer.
NOTE: A non-consensual, warrantless entry into the home of an individual for purpose of arrest
requires exigent circumstances. Also, officers must determine that the offender has been served
a copy of the Order of Protection or has actual notice of the order. The officer should check the
victim's copy of the Order of Protection or verify provisions of the order via LEADS.
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If the abusive person is not arrested, the officer is required to do the following:
1. Complete a report providing information on the nature of the incident and the
outcome of the investigation. This shall include the victim’s statements as to the
frequency and severity of prior incidents of abuse by the same family or household
member and the number of prior calls for police assistance.
2. Inform the victim of abuse, neglect, or exploitation of the victim’s right to request that
a criminal proceeding be initiated at a later date, (if an arrest is not made at the time)
and where such complaint can be filed. This process includes coordinated meetings
with the State’s Attorney’s Office Victim Witness Department (630-407-8000).
When probable cause exists, an officer shall make an arrest in cases involving domestic violence
under the following circumstances:
a. When a felony has been committed.
b. When a misdemeanor has been committed and an established victim has visible
signs of injury (see exceptions in Definitions, pertaining to the reasonable
direction of a minor child by a parent or person in loco parentis), or when any
weapon has been used to inflict injury or to intimidate or threaten an established
victim.
c. When a misdemeanor has been committed and the officer is aware that the
abuser has committed other acts of domestic violence in the past.
d. When an officer has probable cause to believe that a misdemeanor has been
committed and the officer is aware that the abuser has threatened verbally or in
writing to cause further harm.
e. When an offense is committed in the presence of the officer.
f. When an officer has confirmed that a valid order of protection, civil no contact
order or stalking no contact order is in effect and the officer has probable cause
to believe that a condition of the order has been violated by the offender. For an
order of protection, the violation must be of remedies, 1, 2, 3, 14 or 14.5. and a
police enforced remedy of the order has been violated by the offender. (Note:
officers must determine that the offender has been served with a copy of the
Order of Protection or has actual knowledge of it. The officer should check victim's
copy of the Order of Protection or verify provisions of the order via LEADS.)
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g. When an officer is aware that the offender is presently in violation of a 72 hour
stay away order which was set as a condition of release on bond for all crimes in
which the victim is a family or household member. (720 ILCS 5/32-10b)
In any circumstances described in paragraphs of this section, the unwillingness of the victim to
pursue charges shall not be sufficient reason to not arrest. However, if the officer determines
that there are extenuating circumstances that mitigate against an arrest, approval from an onscene supervisor shall be obtained to forgo arrest.
5.7.4.3

Special arrest considerations
1. If probable cause exists and the arrest is mandated pursuant to Paragraph D of this
section, the arresting officer shall sign the complaint if the victim is unwilling or
reluctant to do so.
2. In discretionary arrest cases, where an officer determines that an arrest is appropriate
because probable cause exists, the arresting officer shall sign the complaint if the
victim is reluctant to do so.
3. If an arrest is made, the officer shall charge the offender pursuant to the appropriate
section delineated in the Illinois Compiled Statues. The arrestee will be processed in
accordance with the Prisoner Processing Department Order.
4. If another crime has been committed during the violation of the Order of Protection,
that crime should also be charged as an additional felony or misdemeanor in the same
complaint.
5. No officer shall decline to arrest an offender because of certain factors, including, but
not limited to, the following:
a. The parties living together;
b. The parties having sought civil remedies;
c. The victim having been previously unwilling to participate in the complaint or
arrest process;
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d. Verbal assurances that the violence will cease.
Making dual arrests in domestic violence cases is discouraged and should only be done in rare
instances when the predominant aggressor cannot be identified and when both parties show
considerable evidence of a battery. The following factors should be considered in making the
determination of a predominant aggressor:
a. The size of combatants. Relative age, height, weight, strength, and skill of the
parties
b. The possibility that one party was acting in self-defense.
c. The severity of the injuries inflicted on each person. Relative severity of injuries,
considering the possibility of defensive wounds (typically scratch or bite marks)
versus application of force by larger person which may leave little physical
evidence (especially at the time of initial investigation). Strangulation, for
instance, may leave no visible injury while resulting in unconsciousness, brain
damage, and death.
d. Factors such as intoxication or drug use that may affect the credibility of either
party. History of substance abuse, possibly including substance abuse-related
arrests.
e. The presence of fear of the parties involved, and the level of fear (who is afraid of
whom).
f. Risk of future injury to each person.
5.7.4.4

PRISONER RELEASE

No bail is established for offenders arrested for Domestic Battery and Violation of an Order of
Protection, pursuant to Supreme Court Rule 528. Offenders taken into custody for these offenses
shall be transported to the DuPage County Sheriff’s Office to await bond court in order for bail
to be set.
As a condition of any bond on a Domestic Violence case, each defendant shall be required to
surrender all firearms in their possession unless the court finds it impractical. See 725 ILCS 5/11010(a)(5). Therefore, each officer should attempt to determine whether weapons were used and
attempt to secure all weapons, ammunition, FOID card and/or concealed carry license belonging
to the defendant prior to leaving the scene.
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The securing of weapons, ammunition, FOID card and/or concealed carry can be accomplished
by consent to search consistent with the constitutional rights of the accused and the victim. The
victim and any and all witnesses and/or neighbors may be able to provide information about the
presence of weapons or the threat of the use of weapons.
If it is not feasible to secure all weapons, ammunition, FOID card and/or concealed carry license
belonging to the defendant at the scene during the arrest, reasonable effort to secure the
weapons, ammunition, FOID card and/or concealed carry license must be made as soon as
practicable. It is recommended that this could be achieved during the investigation and/or
booking process by means of a criminal history check, arrest warrant check, FOID card check
and/or a concealed carry license check. The defendant should also be asked if he has a FOID
card, and/or a concealed carry license or if he possesses any weapons
When an offender is arrested and charged with a criminal offense and the victim is a family or
household member as defined in Article 112A of the Code of Criminal Procedure of 1963,
conditions shall be imposed at the time of the defendant’s release on bond that restrict the
defendant’s access to the victim. Unless provided otherwise by the court, the restrictions shall
include requirements that the defendant do the following:
1. Refrain from contact or communication with the victim for a minimum period of 72
hours following the defendant’s release from custody of the Wheaton Police
Department; and
2. Refrain from entering or remaining at the victim’s residence for a minimum period of
72 hours following the defendant’s release from custody of the Wheaton Police
Department.
When an arrestee is released on bond at the Wheaton Police Department for a criminal offense
in which the victim was a family or household member, the arresting officer shall impose the
above provided conditions, delineated in section “B”, on the defendant by completing the
Addendum to Bail Bond (Appendix “C”) (725 ILCS 5/110-10-e).
5.7.4.5

INCIDENT REPORTING, NOTIFICATIONS, AND EVIDENCE COLLECTION

Whenever an officer receives a report or allegation of any offense committed between family or
household members, a report must be prepared (whether or not an arrest is made), and that
report must include the following information:
1. The number of prior requests for police assistance;
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2. Victim statement as to frequency and severity of prior incidents by the same family
member;
3. The results of separate interviews of the parties involved and conducted in such a
manner that the victim can speak freely without being intimidated by the presence of
the offender;
4. Observations of the victim, abuser, physical injuries, the presence of weapons, the
presence of children and elderly persons in the home, effects of alcohol or drugs on
the parties involved, existence of any order of protection/protective order, document
the tendering of the Illinois Domestic Violence Act – Victim Information Sheet and the
contacting of Family Shelter Service, and all other circumstances and facts pertinent
to the incident; and
5. Disposition of the allegation. If an arrest is not made, the officer should clearly
document his or her reasons in the report.
6. Where an offender is arrested and charged, prepare the DuPage County Domestic
Violence Supplemental Report for use in bond court pursuant to 725 ILCS 5/1105.1(a)(2). A copy of this supplemental report shall be attached to the State’s
Attorney’s copy of the criminal complaint, for purposes of bond court.
5.7.4.6

Statements - Arrest Situations

Due to possible recantations in court, the officer should attempt to obtain a video/audio
recorded statement or a signed written statement from domestic violence victims in those cases
when the abusive person is or will be arrested.
In the alternative, the officer can write out the victim's statement and have the victim sign off on
the statement in the presence of the officer.
If the victim declines to provide a written statement, the officer must document the victim's
refusal in the Arrest Report.
The officer shall interview any witnesses who saw or heard relevant information (including
children). If children are eyewitnesses to the offense, officers should consider contacting the
DuPage County Children’s Center for assistance with obtaining a recorded video/audio statement
from the children. The officer shall attempt to have all witnesses provide a recorded video/audio
recorded statement or a signed, written statement.
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5.7.4.7

Evidence Collection

The high frequency of domestic violence victims declining to cooperate with prosecution and the
necessity to hold batterers legally responsible, makes it vitally important for investigating officers
to gather all available evidence so that just outcomes may be achieved. The United States
Supreme Court has recognized that domestic violence “is notoriously susceptible to intimidation
or coercion of the victim to ensure that she does not testify at trial” Davis v. Washington, 547
U.S. 813 (2006). When this lack of cooperation in a case is due to fear, forgiveness, or
reconciliation, sound evidence collection can overcome a lack of cooperation from the victim.
The officer should photograph any personal injuries or property damage sustained by the victim.
The officer should also arrange for follow-up photographs, if necessary, as visible injuries may
not appear until days later.
The officer should take into his possession articles which can be used to corroborate the
occurrence of violence (e.g., pieces of broken glass, torn clothing, any articles that are
bloodstained, or any damaged personal possessions of the victim) and/or take photographs of
such articles.
The officer shall coordinate with their supervisor the preservation of 911 tapes in appropriate
circumstances as possible admissible evidence pursuant to People v. West, 355 Ill. App. 3d 28,
291 Ill. Dec. 72, 823 N.E.2d 82 (2005).
Officers shall inquire of victims whether they have knowledge of any evidence related to the
offense. This shall include but is not limited to letters, photographs, voicemails, e-mails, textmessages, instant messages, and computer communications. Officers shall make attempts to
obtain any of this evidence. Officers shall ascertain whether cellular telephones of the victim
and/or the offender might contain relevant evidence and seize, preserve, and analyze such
evidence after obtaining written consent of the owner or a search warrant.
The officer shall accompany the victim to the hospital and in conjunction with hospital security,
make a reasonable effort to ensure that the victim is separated from the offender in the
emergency room. The officer shall attempt to obtain a medical release from the victim and the
accompanying medical records and shall attempt to interview all medical personnel who
interacted with and treated the victim to ascertain and document any statements made by the
victim. If the offender receives medical treatment, the officer shall attempt to obtain a medical
release from the offender
5.7.4.7

Required Notifications
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Whenever an officer prepares a report containing an allegation of abuse between family or
household members, whether or not an arrest is made, Family Shelter Services shall be notified.
Notification to Family Shelter Services may be made in the following ways:
1. Contacting the Family Shelter Services 24-hour hotline at (630) 469-5650 and speaking
to staff
2. Complete the information sheet found online at:
http://police.familyshelterservice.net
3. Notification via telephone should be the primary form of contact, and the online
process should only be used as an alternate method if an officer cannot reach a Family
Shelter Service attendant
5.7.4.8

Miscellaneous Documentation
1. Whenever an officer makes an arrest for a domestic violence related crime, including
Violation of an Order of Protection, and the offender is transported to the DuPage
County Sheriff’s Office to await bond court, the officer shall fill out the DuPage County
State’s Attorney’s Office “Domestic Violence Supplemental Report” (Appendix “D”)
2. Whenever an officer prepares a report detailing the commission or an allegation of a
domestic related crime between family or household members, the officer shall
complete the “Illinois Domestic Violence Supplemental Crime Reporting” form
(Appendix “E”)

5.7.4.9

CHILD ABUSE REPORTING

Specific statutory duties are imposed under the Abused and Neglected Child Reporting Act (Ill.
Compiled Stat. Ch. 325, Sections 5/2 through 5/11.7) when incidents of domestic violence or
abuse involve child victims. The officer is mandated to report such incidents to the Department
of Children and Family Services hotline (1-800-25-ABUSE). Additionally, the responding officer
shall follow the appropriate Police Department guidelines governing procedures pertinent to
child abuse cases.
In effecting an arrest of the offender in cases involving child victims, the guidelines as set forth in
this directive apply. The officer should note, however, that the definition of domestic violence
and abuse for the purposes of this order excludes reasonable discipline of a minor child by a
parent or person in loco parentis.
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If an arrest is made for any domestic violence-related crime to a child, notification must still be
made to the Department of Children and Family Services.
5.7.4.10

ELDER ABUSE REPORTING

In cases of domestic violence involving the elderly, officers will follow the previous procedures.
Domestic violence cases involving elderly victims will be responded to and processed as any other
domestic violence incident.
1. Family Shelter Service should be contacted when emergency shelter is necessary as in
any other domestic violence incident.
2. Mandated Reporting: Officers are required by law to report suspected abuse, neglect,
and exploitation of persons with disabilities age 18-59, and those age 60 and over
should be reported to the adult Protection Services (APS) hotline at (866) 800-1409.
5.7.4.11

LIABILITY

Section 305 of the Illinois Domestic Violence Act of 1986 (Ill. Compiled Stat. Ch. 750, Section
60/305) limits an officer's and this Department's liability:
“Any act of omission or commission by any law enforcement officer acting in good faith
and rendering emergency assistance or otherwise enforcing this Act shall not impose civil
liability upon the law enforcement officer or his or her supervisor or employer unless the
act is a result of willful or wanton misconduct.”
5.7.5

ORDERS OF PROTECTION

5.7.5.1

Emergency Relief

A petition for an Emergency Order of Protection may be filed whenever a police officer has reason
to believe that the victim, petitioner, or any minor children have been abused by a family or other
household member. Whenever there is an "immediate" and "present" danger of such abuse, the
petitioner may request such an Order. In addition, reference 725 ILCS 5/111-8 regarding the
possible charges against an offender which make the victim(s) eligible for an Order of Protection.
These include Criminal Damage to Property, Trespassing, and Telephone Harassment.
Family Shelter Services can be contacted for 24-hour assistance in applying for Emergency Orders
of Protection. The telephone number is (630) 469-5650.
Emergency Orders of Protection can be obtained from the duty judge during the night, on
weekends, or at other times when the court is not in regular session.
EFFECTIVE DATE: 05/01/2021
REVISED DATE:

DOMESTIC VIOLENCE 5.7
The name and address of the duty judge is available from the DuPage County Sheriff's Office by
calling 407-2400 or 407-2000. The victim or petitioner shall fill out the document entitled
"Petition for Order of Protection." After completion, the petition is presented to the judge, who
draws up and signs the Emergency Order of Protection.
If the victim has been taken to a shelter, the petition will be completed with the assistance of the
victim advocate, and the victim will be instructed to take the petition to the Circuit Clerk's Office
in Wheaton at 8:30 a.m., Monday through Friday.
The DuPage County Sheriff's Department will be responsible for placing all orders of protection
into the LEADS system.
1. When an officer responds to a domestic violence complaint, an inquiry should be
initiated through LEADS to determine if there is an Order of Protection in effect.
LEADS will list all the provisions contained in the order. If no Order of Protection is in
effect, the victims should be informed of their rights to obtain an Order of Protection.
If an Order of Protection has been issued, the officer shall determine through LEADS
whether or not the order has been served, when it expires, and what provisions are
in effect.
5.7.5.2 Order of Protection Short Form Notification
This is a program initiated by the Illinois Attorney General’s Office to reduce the number of unserved orders of protection and authorized by 750 ILCS Act 60 / 210 (c) “Expedited Service.”
Detention of the subject to be served is permitted by this law for a reasonable period of time in
order to complete the form.
Order of Protection Short Form Notification Form packets will be maintained by the Police
Services Section. These forms must be filled out and distributed as indicated by this bulletin to
fulfill the legal requirements for enforcing the order at a later time by law enforcement officers.
When an officer makes contact with an un-served respondent of an active Order of Protection,
as indicated by a LEADS response, the officer will request the respondent to accompany the
officer to the station for service of the Short Form. If the respondent refuses to voluntarily follow
the officer to the station, the officer may detain the respondent at the site of their contact for a
reasonable period of time and make arrangements to have a Short Form brought to their
location.
Officers will complete the Short Form as follows:
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1. Using the information obtained from LEADS, complete the identification section
found in the upper left corner of the form, including date of service and respondent
and petitioner’s name.
2. Complete information in the upper right-hand corner including the county from which
the Order of Protection was issued and hearing dater information, if available. If
hearing information is not available, check the “Unable to provide this information
box.”
3. From the information provided in LEADS, check all remedies / restrictions applicable
to respondent.
4. Complete the affidavit of service. It is not necessary to have this affidavit notarized.
5. In order to facilitate the respondent obtaining a full copy of the order, please
complete the address information for the issuing county on the reverse of the top
(white) copy if available.
6. Serve the short form and explain what the respondent is required to do or must
refrain from doing. Read aloud the Notice to Respondent section.
7. Explain to the respondent that important information is found on the back of the
form.
8. Notify dispatcher or services section to send a type 3 message to the originating
agency informing that agency that the respondent has been served with a Short Form.
Copies of the Short Form will be distributed in the following manner
a. White Copy – respondent
b. Yellow Copy – our department’s copy
c. Pink & Goldenrod – mailed to the Sheriff’s Office of the County issuing the O.P.
Officers will document short form services as part of any report in progress involving the
respondent (such as an arrest of the respondent) or if the respondent is served during the context
of a traffic stop or investigative stop, the officer will prepare an assist to other agency report.
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Questions regarding the use, completion, notification, or distribution of the short form may be
directed to the Office of the Attorney General at 1-888-414-7678. They also will provide
addresses of the issuing county required for the back of a respondent’s copy.
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5.8.1

PURPOSE

The purpose of this department order is to establish responsibilities and procedures for major
incidents and the associated investigations. This department order was drafted to provide
guidance to members of this department in determining when, how and to whom notification of
major incidents should be made.
5.8.2

POLICY

The Wheaton Police Department recognizes that certain incidents should be brought to the
attention of supervisors or other specified personnel of this department to facilitate the
coordination of law enforcement activities, responsibilities, and resources to effectively and
efficiently address the needs and demands of a major incident.
5.8.3

MINIMUM CRITERIA FOR NOTIFICATION

Major Incidents are a real or suspected crime or incident of such severity that it creates, or seems
likely to create, an intense dedication of police resources for resolution. Additionally, these
incidents may necessitate a substantial commitment for a prolonged period of time. Major
Incidents may also require the application of complex or unusual investigative techniques.
Examples of major incidents include, but are not limited to these parameters:
a. Death Investigations (To include Homicide, or any element involved that heightens
the probable manner/cause beyond natural. When the totality of the facts and
circumstances are considered, the elements used in this determination include,
but are not limited to, age, medical history, environment, or intoxication).
b. Traffic crash where type A injuries sustained may result in a fatality or the traffic
crash resulted in a fatality
c. Criminal Sexual Assault or other sex related offense
d. Bank robbery, armed robbery, robbery, home invasion, kidnapping
e. Battery involving great bodily harm where the injuries sustained may result in
death
f. Arson, bomb threats actual bombings, acts of terrorism, threat of school and/or
mass shootings

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

MAJOR INCIDENT INVESTIGATION AND NOTIFICATION 5.8
g. Burglary, residential burglary, and criminal damage to property where the loss is
in excess of $10,000
h. Any incident involving the discharge of a firearm
i.

Significant injury or death to employee - on or off duty

j.

Death of a prominent Wheaton official

k. Arrest of Department employee or prominent Wheaton official
l.

Aircraft crash with major damage and/or injury or death

m. In-custody deaths(Utilize OIS department order)
n. Disaster or potential disaster situation
o. Riot, civil disorder, or any significant disturbance
p. Public transportation accident or significant damage to a public facility
q. Major fire
r. Major traffic crash or MERIT call out
s. Any MERIT call-out
t. Any other situation or crime where a supervisor determines investigative
intervention may be necessary
5.8.4

OPERATIONS RESPONSIBILITY

Upon the dispatch or knowledge of an incident which qualifies as a major incident requiring a
critical investigation, or potential critical investigation, responding patrol officers shall:
a. Respond, assess, and secure the scene; request additional resources as needed.
b. Identify and stop any ongoing threats; arrest on-scene suspects; launch a search
for any outstanding suspects.
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1. Arresting officers shall not question or provide any arrestees Miranda rights
without case Detective approval. Any spontaneous statements from arrestees
shall be documented and forwarded to the case Detective.
c. Establish scene security and render aid to injured individuals.
d. Detain and separate any material witnesses.
e. Determine the crime scene and establish an inner and outer perimeter.
f. Initiate a crime scene log and restrict access to the scene. Access to the scene
should be limited to only those officers with a designated
responsibility/assignment.
g. Any other task or duty as determined necessary by the on-duty supervisor or case
Detective including the preservation of evidence.
h. Obtain a general account of the circumstances surrounding the incident and brief
the on-duty supervisor.
The reporting Patrol Officer shall prepare the initial incident report and coordinate the
completion of supplemental reports by any other on-scene officer. The initial report will be a
summary of the general response and actions of all involved officers. The supplemental reports
will include detailed observations and specific actions of each officer to include all individuals
interviewed, detained, and arrested until the eventual release of the scene by the case detective.
5.8.5

OPERATIONS SUPERVISOR RESPONSIBILITY

The on-duty supervisor is responsible for making the appropriate notifications. This includes
notifying the on-duty operations lieutenant. For incidents involving investigative follow-up, the
support lieutenant shall be notified. If the incident requires that a detective(s) respond from
home, the support lieutenant shall be contacted who will then contact the appropriate detective.
The on-scene supervisor shall make reasonable attempts to obtain as much information on the
incident as possible before notification. The supervisor shall attempt to make the notifications as
soon as practical. Based on the needs and demands of the incident, the on-duty supervisor shall
also consider and request additional resources as necessary. This includes, but is not limited to,
any sworn personnel with specialized training or outside agency resource, such as ILEAS, Mutual
Aid, MERIT, WMD, or the DuPage County State’s Attorney’s Office.
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It shall be the responsibility of the Lieutenants or their designee to notify the Deputy Chiefs and
Chief of Police.
The on-duty supervisor, or his/her designee, shall be responsible for notifying the department of
the incident by generating a department wide email.
5.8.6

SUPPORT RESPONSIBILTIY

Upon notification by the on-duty supervisor of a major incident requiring investigation or
potential investigation, the Support Lieutenant or their designee shall assess the circumstances
and determine if Detective(s) should be involved in the investigation. The Support Lieutenant or
designee may also initiate an investigative response to any potential or ongoing major incident.
It shall be the responsibility of the assigned detective to review the progress of the investigation
with the Support Lieutenant and/or on-duty supervisor to determine if a department wide email
should be generated.
The responding assigned case Detective shall be responsible for the scene and investigation of a
major incident investigation unless relieved or reassigned by the Support Lieutenant or another
supervisor. The case Detective is responsible for coordinating the investigation and completion
of the case report(s).
It shall be the responsibility of Support Lieutenant to notify the Support Deputy Chief of Police.
In the absence of the Support Deputy Chief of Police, the Chief of Police or designee shall be
notified.
5.8.5

EMAIL NOTIFICATION CONTENT

The synopsis of significant event notifications (commonly referred to as an “Unusual”) should
be done in the following format and emailed to all members of the department:
a. The email subject line should be “Unusual Occurrence: (Type of Incident)
and (Case Number)”
b. Type of Incident
c. Date/Time of Incident
d. Location of Incident
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e. Brief description of incident
f. Subjects at large/in-custody
g. Primary case detective (if applicable)
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5.9.1

PURPOSE

The primary purpose of this order is to provide officers with guidance in balancing the safety of
the public and themselves against law enforcement's duty to apprehend violators of the law.
When the risks to human life and/or property outweigh the benefits of capture, officers should
refrain or disengage from pursuits. Another purpose of this policy is to minimize the potential for
pursuit-related collisions. Officers must not forget that the immediate apprehension of a suspect
is generally not more important than the safety of the public and pursuing officers. Deciding
whether to pursue a motor vehicle is a critical decision that must be made quickly and under
difficult and unpredictable circumstances. In recognizing the potential risk to public safety
created by vehicular pursuits, no officer or supervisor shall be disciplined for deciding not to
engage in a vehicular pursuit because of the risk involved. This includes circumstances where
Department policy would permit the initiation or continuation of the pursuit. It is recognized that
vehicular pursuit situations are not always predictable, and decisions made pursuant to this
policy will be evaluated according to the totality of the circumstances reasonably available at the
time of the pursuit.
Officers' conduct during the course of a pursuit must be objectively reasonable with due regard;
that is, what a reasonable officer would do under the circumstances. With this recognition, this
order’s objective is to assist officers in maintaining the basic police mission to enforce the law
and protect life and property, while limiting negative outcomes that may occur during pursuits.
5.9.2

POLICY

The Wheaton Police Department:
a. Will make every effort to ensure the safety of the public as well as department
members at all times and authorize emergency use of department police vehicles
when the necessity of immediate response or apprehension of offenders
outweighs the level of inherent danger.
b. Recognizes the objective of a motor vehicle pursuit is to maintain police contact
with a fleeing driver, without unnecessary endangerment to human life and
property, until the individual can be apprehended. Officers and/or their
supervisor(s) will continually evaluate the nature of the pursuit with respect to its
danger and make judgment to proceed or terminate the pursuit.
c. Department members responding to an emergency call will drive with due regard
for the safety to all persons and property, at all times.
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5.9.3

DEFINITIONS

Authorized Emergency Vehicle
Marked Police Vehicle: Any police vehicle that is identifiable by color scheme, red and/or blue
lights permanently mounted on or within the vehicle, equipped with a siren, and has a
department seal and/or police or sheriff lettering.
Semi-Marked Police Vehicle: A vehicle that is not identifiably marked by a distinctive color
scheme; red and/or blue lights may be mounted within the vehicle, equipped with siren, and
could have partial police marking.
Unmarked Police Vehicle: A vehicle that has no distinctive identifiable marking but may have
portable emergency warning lights.
Emergency lights and siren: Oscillating lights, rotating lights, flashing lights, siren or any
combination thereof located on or within police vehicles.
Fleeing or attempting to elude a peace officer (625 ILCS 5/11-204):(a) Any driver or operator of
a motor vehicle who, having been given a visual or audible signal by a peace officer directing such
driver or operator to bring his vehicle to a stop, willfully fails or refuses to obey such direction,
increases his speed, extinguishes his lights, or otherwise flees or attempts to elude the officer, is
guilty of a Class A misdemeanor. The signal given by the peace officer may be by hand, voice,
siren, red or blue light. Provided, the officer giving such signal shall be in police uniform, and, if
driving a vehicle, such vehicle shall display illuminated oscillating, rotating, or flashing red or blue
lights which when used in conjunction with an audible horn or siren would indicate the vehicle
to be an official police vehicle. Such requirement shall not preclude the use of amber or white
oscillating, rotating or flashing lights in conjunction with red or blue oscillating, rotating or
flashing lights as required in Section 12-215 of Chapter 12.
ISPERN: Illinois State Police Emergency Radio Network.
Motor Vehicle Pursuit: Pursuit shall mean an active attempt by a sworn officer operating a
department vehicle to apprehend an operator of a motor vehicle who, having been given a visible
and audible signal by the officer directing such operation to bring the vehicle to a stop, fails to
obey such direction and attempts to avoid apprehension through evasive tactics.
Officer: For the purpose of this directive, the term "officer" refers to all ranks of sworn police
officers.
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Primary Unit: the police vehicle initiating a pursuit or another police vehicle, which takes the lead
vehicle position.
Secondary Unit: the police vehicle which becomes involved in a pursuit immediately following
the primary unit and acting as the primary unit's backup.
Stop Stick: 3-foot devices which, when driven over, deflate a vehicle's tires at a rapid but
controlled rate.
5.9.4

OFFICER RESPONSIBILITIES

Any officer involved in a motor vehicle pursuit shall only be conducted with emergency lights and
siren. Constant consideration for the hazards and safety risks created by the pursuit must be
assessed, and the vehicle must be operated with due regard for the safety of all persons and
property. As set forth in 625 ILCS 5/11-205(e), the driver of an authorized emergency vehicle is
not relieved from the duty of driving with due regard for the safety of all persons, nor do such
provisions protect the driver from the consequences of his/her reckless disregard for the safety
of others.
Upon approaching an intersection controlled by traffic signals or signs, or any other location at
which there is an increased likelihood of a collision, the driver of any emergency vehicle shall
reduce the vehicle’s speed so as to avoid a collision with another vehicle or pedestrian.
Every reasonable effort to ensure the intersection is clear prior to proceeding or otherwise
increasing speed. It is an expectation of this police department that pursuing officers maintain
complete control of their vehicles at all times.
5.9.5

INITIATION, CONTINUANCE, AND TERMINATION OF PURSUITS

5.9.5.1

Initiation of Pursuits

The decision to initiate a motor vehicle pursuit shall be based on several factors. These factors
include, but are not limited to:
a. Seriousness of the known or reasonably suspected crime and its relationship to
community safety.
b. The importance of protecting the public and balancing the known or reasonably
suspected offense and the apparent need for immediate capture against the risks
to officers, innocent motorists, and others.
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c. Apparent nature of the fleeing suspect(s) (e.g., whether the suspect(s) represent
a serious threat to public safety). This includes vehicle speed.
d. The identity of the suspect(s) has been verified and there is comparatively minimal
risk in allowing the suspect(s) to be apprehended at a later time.
e. Safety of the public in the area of the pursuit, including the type of area, time of
day, the amount of vehicular and pedestrian traffic and the speed of the pursuit
relative to these factors.
f. Pursuing officer(s) familiarity with the area of the pursuit, the quality of radio
communications between the pursuing units and the dispatcher and/or supervisor
and the driving capabilities of the pursuing officers under the conditions of the
pursuit.
g. Weather, traffic, and road conditions that substantially increase the danger of the
pursuit beyond the worth of apprehending the suspect.
h. Performance capabilities of the vehicles used in the pursuit in relation to the
speeds and other conditions of the pursuit.
i.

Vehicle speeds.

j.

Other persons in or on the pursued vehicle (e.g., passengers, co-offenders and
hostages).

l.

The police unit is carrying passengers other than police officers. Pursuits should
not be undertaken with a prisoner(s), or persons other than sworn law
enforcement officers, in the police vehicle.

m. Semi-marked police vehicles may initiate a pursuit providing that the proper
justification exists but will relinquish Primary Unit status immediately upon the
participation of a marked police vehicle. Upon relinquishing primary status, semimarked units shall terminate active involvement in a pursuit unless they are
needed to fulfill Secondary Unit responsibilities or are otherwise directed by a
supervisor.
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n. Unmarked department vehicles may not initiate a pursuit without the
authorization of a supervisor unless there is an imminent threat to life or great
bodily harm represented by the continued freedom of the subject(s), the vehicle
is equipped with emergency audio and visual equipment and no other viable
means of apprehension exist. The unmarked police vehicle shall terminate their
involvement in the pursuit once a marked police vehicle safely assumes primary
unit status, is ordered by a supervisor or the risks outweigh the benefits of
apprehension.
Upon the initiation of a pursuit, the pursuing officer shall immediately activate the vehicle’s
emergency lights and audible device. The Primary Unit will notify the DuComm that a vehicle
pursuit has been initiated and as soon as practical provide information including, but not limited
to:
a. Reason for the pursuit.
b. Location and direction of travel.
c. Speed of the fleeing vehicle.
d. Description of the fleeing vehicle and license number, if known.
e. Number of known occupants.
f. The identity or description of the known occupants.
g. Information concerning the use of firearms, threat of force, injuries, hostages, or
any other element that may influence the decision to initiate a pursuit.
Unless relieved by a supervisor or secondary unit, the officer in the primary unit shall be
responsible for the initial broadcasting of the progress of the pursuit. Unless practical
circumstances indicate otherwise, and in order to concentrate on pursuit driving, the primary
officer should relinquish the responsibility of broadcasting the progress of the pursuit to a
secondary unit, if/when the secondary unit joins the pursuit.
The second officer in the pursuit is responsible for the following:
a. Upon joining the pursuit or being assigned Secondary Unit responsibilities, the
vehicle’s emergency lights, and audible device shall be activated.
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b. The officer in the secondary unit should immediately notify DuComm and the
supervisor, if feasible, of entry into the pursuit.
c. Remain a safe distance behind the primary unit unless directed to assume the
role of primary officer, or if the primary unit is unable to continue the pursuit.
d. The secondary officer should be responsible for broadcasting the progress of the
pursuit unless the situation indicates otherwise.
e. If so requested by the Primary Unit or if directed by a supervisor to do so, the
Secondary Unit may assume Primary Unit responsibilities. Otherwise, the
Secondary Unit may not attempt to overtake or pull alongside the Primary Unit.
f. Secondary Unit personnel are responsible for serving as a backup to the Primary
Unit. As such, they will respond to directions from the Primary Unit personnel
unless otherwise directed by a supervisor or circumstances do not allow.
5.9.5.2

Continuation of Pursuits

The decision to initiate and/or continue a pursuit requires weighing the public safety need to
immediately apprehend the suspect against the degree of risk to which peace officers and others
are exposed as the result of a pursuit. Officers are reminded that they are under no legal
obligation to initiate and/or continue a pursuit, and that in many circumstances the safety of the
public will dictate that no pursuit be initiated, and/or it be terminated.
5.9.5.3

Termination of Pursuits

Pursuits should be terminated whenever the totality of circumstances known or which
reasonably ought to be known to the officer or supervisor during the pursuit indicates that the
present risks of continuing the pursuit reasonably appear to outweigh the risks resulting from the
suspect(s)’ escape. The factors listed in the previous subsection are expressly included herein and
will apply equally to the decision to discontinue as well as the decision to initiate a pursuit.
Officers and supervisors must objectively and continuously weigh the seriousness of the offense
against the potential danger to innocent motorists and themselves when electing to continue a
pursuit. In the context of this policy, the term “terminate” shall be construed to mean discontinue
or to stop attempting to apprehend the occupant(s) of the fleeing vehicle(s). The factors listed in
in the “Initiation of Pursuits” subsection, should also be considered in deciding whether to
terminate a pursuit.
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5.9.6

RADIO FREQUENCY

Pursuit communication will be maintained on Wheaton Police Department’s designated
frequency, unless one or more of the following conditions exist; in that event, pursuit
telecommunications should be handled on Chicago Priority One (ISPERN – State Police Elgin
District 2:
a. Pursuit has or may extend into other jurisdictions.
b. The supervisor directs a switch to ISPERN.
Upon using the ISPERN frequency, the Primary Unit shall conform to ISPERN guidelines.
5.9.7

SUPERVISORY RESPONSIBILITY

It is the policy of this department that available supervisory and management control will be
exercised over all vehicle pursuits involving officers from this department. It shall be the
responsibility of the supervisor to review the information provided by the pursuing officer and to
make an independent judgment if the pursuit should be continued. The factors listed in the
“Initiation of Pursuits” subsection, should also be considered in deciding whether a supervisor
should terminate a pursuit.
The supervisor of the officer initiating the pursuit will be responsible for the following:
1. Upon notification that a pursuit is in progress, the supervisor shall assume
responsibility for the monitoring and control of the pursuit as it progresses.
2. The supervisor shall immediately determine whether the pursuit was initiated in
accordance with the provisions of this guideline. If in violation of the guidelines, or in
absence of sufficient information, the supervisor shall terminate the pursuit.
3. Upon being notified of a pursuit, the supervisor shall verify the following:
a. In controlling the pursuit, the supervisor shall be responsible for the
coordination of the pursuit as follows:
1. Directing pursuit or support units into or out of the pursuit.
2. The assignment of a Secondary Unit to the pursuit.
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3. The re-designation of Primary, Secondary, or other support units as
necessary.
4. The approval, disapproval, and coordination of pursuit tactics.
5. The approval or disapproval to cross jurisdictional boundaries in the
continuation of the pursuit.
b. The supervisor may approve and assign additional backup or support units to
assist the Primary and Secondary Units based upon their analysis of:
1. The nature of the offense for which the pursuit was initiated.
2. The number of suspects and any known propensity for violence.
3. The number of police officers in the pursuit vehicles.
4. Any damage or injuries to the assigned Primary or Secondary Units or police
officers.
5. The number of police officers necessary to safely make an arrest at the
conclusion of the pursuit.
6. Any other clear and articulable facts that would justify the increased hazards
caused by adding more than the Primary and Secondary Units to a pursuit.
c. When the pursuit is terminated, the supervisor shall require that all participating
agencies are notified and identify an on-scene supervisor or designee to monitor
the arrest and transportation procedures.
d. The supervisor shall require throughout the duration of the pursuit that this
guideline is followed by all police officers.
5.9.8

INTERJURISDICTIONAL PURSUITS

Generally, Department vehicle operators will not become actively involved in pursuits initiated
in and extending beyond another jurisdiction. The other pursuing law enforcement jurisdiction
unit(s) will be responsible for the actual pursuit, although Department members may provide
related traffic control and other duties at the direction of the supervisor.
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When another jurisdiction’s pursuit enters Wheaton:
a. Officers will refrain from entering the pursuit unless assistance from the pursuing
agency is requested and such assistance is approved by a supervisor.
b. Wheaton Officers may assist with post pursuit actions resulting from another
jurisdiction’s pursuit which terminates within Wheaton. These actions include, but
are not limited to assisting in the arrest, perimeter responsibilities, traffic control,
and other assisting actions.
c. Wheaton Officers shall document their involvement in the pursuit through an
Assist Other Agency Report.
5.9.9

PURSUIT INTERVENTION AND DEPLOYMENT

5.9.9.1

Deploying Pursuit Termination Devices

Pursuit termination devices, otherwise known as a “Stop Stick,” are designed to be used against
vehicles having at least four tires. The “Stop Stick” shall be utilized only after supervisory approval
and the officer(s) deploying the “Stop Stick” had previously received training and demonstrated
proficiency. “Stop Stick” use against motorcycles and three-wheeled vehicles substantially
increases risk of bodily injury or death to the vehicle’s operator and passengers. Under no
circumstances will "Stop Stick" be used against a motorcycle or three-wheeled vehicle unless the
use of deadly force is legally justified.
Every reasonable effort will be made to deploy the "Stop Stick" on road surfaces that are dry and
hard, such as concrete or blacktop. The “Stop Stick” may not operate as intended on road
surfaces that have soft or lose material, such as dirt or gravel roads. Additionally, officer should
avoid deploying the “Stop Stick” on road surfaces that have standing water, ice or snow, has
exceptionally rough pavement or are unpaved.
Officers deploying the “Stop Stick” will notify DuComm of their location for relay to the
pursuing units.
5.9.10

REPORTING REQUIREMENTS

The Wheaton Police Department will objectively evaluate motor vehicle pursuits involving its
members to ensure that their authority is used lawfully, appropriately and is consistent with
training and policy.
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Each supervisor in the chain of command from the investigating supervisor to the Chief of Police
will review the facts and circumstances of the pursuit and evaluate if the actions demonstrated
are in compliance with the laws, policies and procedures.
Any pursuit resulting in a motor vehicle crash shall require staff notification without delay. Any
crashes directly related to the pursuit involving personal injury or death shall be investigated by
the MERIT Crash Team.
A lieutenant from the division, or his/her designee, of the primary unit will conduct a thorough
investigation. The investigation will be guided by the “Supervisory Review – Pursuit Review”
form. The investigation shall include, but is not limited to:
a. Date and time of pursuit.
b. Duration and mileage of pursuit.
c. Involved units and officers.
d. Initial reason for pursuit.
e. Starting and termination points.
f. Disposition: arrest, citation, etc. Arrestee information should be provided if
applicable.
g. Injuries and/or property damage.
h. Name of supervisor at scene.
Once finalized, the investigative supervisor shall make the recommendation if the pursuit was
in compliance with the Motor Vehicle Pursuits Department Order. The Supervisory Pursuit
Review shall be forwarded through the Chain of Command for a determination by the Chief of
Police. This internal evaluation and review will be utilized to determine department order
compliance, operational needs, and future training needs.
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5.10.1

PURPOSE

The purpose of this department order is to establish guidelines for the proper access, use and
application of the Mobile Data Computer (MDC), as well as the appropriate use of department
computer systems. These resources include computers, electronic devices, hardware, software,
and systems capable of accessing confidential records from local, state, and national law
enforcement databases. to ensure effective electronic communications between department
members and DuComm. In addition to the access of information through these devices, the
purpose of this order is to ensure effective electronic communication between department
members and DuComm.
5.10.2

POLICY

Wheaton Police Department members using the MDC, or any and all information technology
resources owned by the City of Wheaton, shall comply with all appropriate federal and state rules
and regulations. The use of these devices shall be operated in a professional manner, in
accordance with this order and in compliance with the acceptable use standard set forth by the
City of Wheaton.
5.10.3

PRIVACY EXPECTATION

Members forfeit any expectation of privacy with regard to emails, texts or anything published,
shared, transmitted, or maintained through file-sharing software or any Internet site that is
accessed, transmitted, received, or reviewed on any department computer system.
The Department reserves the right to access, audit and disclose, for whatever reason, any
message, including attachments, and any information accessed, transmitted, received, or
reviewed over any technology that is issued or maintained by the Department, including the
department email system, computer network and/or any information placed into storage on any
department system or device. This includes records of all keystrokes or Web-browsing history
made at any department computer or over any department network. The fact that access to a
database, service or website requires a username or password will not create an expectation of
privacy if it is accessed through department computers, electronic devices, or networks.
The Department shall not request, require, or coerce a member to provide a username,
password, or other related account information, or require or coerce a member to invite other
members to join a group affiliated with any personal account of the member or to join a
member's list of contacts in order to gain access to the member’s account or profile on a personal
online account (820 ILCS 55/10).
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Members forfeit any expectation of privacy with regard to messages accessed, transmitted,
received or reviewed on any department technology system.
5.10.4
5.10.4.1

RESTRICTED ACCESS AND USE
Restricted Use

Members shall not access computers, devices, software, or systems for which they have
not received prior authorization or the required training. Members shall immediately report
unauthorized access or use of computers, devices, software, or systems by another member to
their supervisors.
Members shall not use another person’s access passwords, logon information and other
individual security data, protocols and procedures unless directed to do so by a supervisor (i.e.,
during Field Training).
5.10.4.2

MDC

Members shall not access the MDC system if they have not received prior authorization and the
required training. Members shall immediately report unauthorized access or use of the MDC by
another member to their supervisors.
Use of the MDC system to access law enforcement databases or transmit messages is restricted
to official activities, business-related tasks and communications that are directly related to the
business, administration, or practices of the Department. In the event that a member has
questions about sending a particular message or accessing a particular database, the member
should seek prior approval from his/her supervisor.
Sending derogatory, defamatory, obscene, disrespectful, sexually suggestive, harassing or any
other inappropriate messages on the MDC system is prohibited and may result in discipline.
It is a violation of this policy to transmit a message or access a law enforcement database under
another member’s name or to use the password of another member to log in to the MDC system
unless directed to do so by a supervisor. Members are required to log off the MDC or secure the
MDC when it is unattended. This added security measure will minimize the potential for
unauthorized access or misuse.
5.10.4.3

MDC Use While Driving
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Information that is required for immediate enforcement, investigative, tactical or safety needs
should be transmitted over the radio. In no case shall an operator attempt to send or review
lengthy messages while the vehicle is in motion.
5.10.5

DOCUMENTATION OF ACTIVITY

Except as otherwise directed by a supervisor or other department-established protocol, all calls
for service assigned by a telecommunicator should be communicated by voice over the police
radio and electronically via the MDC unless security or confidentiality prevents such
broadcasting. MDC and voice transmissions are used to document the member's daily activity.
To ensure accuracy:
a. All contacts or activity shall be documented at the time of the contact.
b. Whenever the activity or contact is initiated by voice, it should be documented by
DuComm.
c. Whenever the activity or contact is not initiated by voice, the member shall
document it via the MDC.
5.10.5.1

Status Changes

All changes in status (e.g., arrival at scene, in service, etc.) will be transmitted over
the police radio or through the MDC system.
Members responding to in-progress calls should advise changes in status over the radio to
assist other members responding to the same incident. Other changes in status can be made on
the MDC when the vehicle is not in motion.
5.10.6

EQUIPMENT CONSIDERATIONS

5.10.6.1

Malfunctioning

Whenever possible, members will not use vehicles with malfunctioning MDCs. Whenever
members must drive a vehicle in which the MDC is not working, they shall notify the
on-duty supervisor and complete a work order.
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5.11.1

PURPOSE

The purpose of this order is to establish responsibilities and set forth guidelines for the
investigation of reported missing persons.
5.11.2

POLICY

Recognizing a prompt response to a missing person report is critical in locating the missing
subject and the identification of key evidence and/or witnesses, it is the policy of the Wheaton
Police Department to initiate investigations into missing persons reports without delay. Until an
investigation reveals otherwise, full consideration and attention will be given into the factual
circumstances surrounding the disappearance of the subject. The Wheaton Police Department
shall operate in accordance with the Missing Persons Identification Act (50 ILCS 722/).
5.11.3

DEFINITIONS

High-risk missing person (50 ILCS 722/10): a person whose whereabouts are not currently
known and whose circumstances indicate that the person may be at risk of injury or death. The
circumstance that indicate that a person is a high-risk missing person include, but are not limited
to, any of the following:
a. The person is missing as a result of a stranger abduction.
b. The person is missing under suspicious circumstances
c. The person is missing under unknown circumstances
d. The person is missing under known dangerous circumstances
e. The person is missing more than 30 days
f. The person has already been designated as a high-risk missing person by another
law enforcement agency
g. There is evidence that the person is at risk because:
1. The person is in need of medical attention, including but not limited to persons
with dementia-like symptoms, or prescription medication
2. The person does not have a pattern of running away or disappearing
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3. The person may have been abducted by a non-custodial parent
4. The person is mentally impaired, including, but not limited to, a person having
a developmental disability, as defined in Section1-106 of the Mental health
and developmental disabilities code, or a person having an intellectual
disability, as defined in Section 1-116 of the Mental health and Developmental
Disabilities Code
5. The person is under the age of 21
6. The person has been the subject of past threats or acts of violence
7. The person has eloped from a nursing home
(G-5) The person is a veteran or active-duty member of the United States Armed
Forces, the National Guard, or any reserve component of the United States Armed
Forces who is believed to have a physical or mental health condition that is related
to his or her service
h. Any other factor that may, in the judgment of the law enforcement official,
indicate that the missing person may be at risk.
Missing Child (325 ILCS 40/2(h)): a person under the age of 21 years of age whose whereabouts
are unknown to his or her parents or legal guardian.
Illinois AMBER Alert Notification Plan: a voluntary partnership between law enforcement
agencies, broadcasters, and the National Weather Service to activate an urgent bulletin in the
most serious child abduction cases meeting the below-listed criteria. This is the same concept
used during severe weather emergencies. The goal of the AMBER Alert is to instantly galvanize
the entire community to assist in the search for and safe return of the child.
AMBER Alert Criteria
a. law enforcement must confirm a child has been abducted;
b. the child must be under the age of 16 or have a proven mental or physical disability;
c. police must believe the child is in danger of serious bodily harm or death; and
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d. there is enough descriptive information about the child, abductor, and/or suspect’s
vehicle to believe an immediate broadcast alert will help.
5.11.4

REPORTING/CLASSIFICATION OF MISSING PERSONS

5.11.4.1

Response

There is no waiting period for reporting a missing person. Missing person reports shall be taken
in-person or by telephone in conformance with the criteria of this policy and the criticality of the
incident. A person may be declared "missing" when his/her whereabouts in unknown and
unexplainable for a period of time that is regarded by knowledgeable parties as highly unusual
or suspicious in consideration of the subject's behavior patterns, plans or routines.
In addition to the criteria identifying a “high-risk missing person,” the incident may be considered
“critical" if the foregoing criteria is met:
a. Appear to be missing under circumstances that suggest they may be the subject
of foul play
b. Because of his/her age (young or old), may be unable to properly safeguard or
care for himself/herself
c. Suffers from diminished mental capacity or medical conditions that are potentially
life threatening if left untreated/unattended
d. Is a patient of a mental institution and is considered potentially dangerous to
himself /herself or others?
e. Has demonstrated the potential for suicide; or
f. May have been involved in a traffic crash, sporting accident or natural disaster.
Reports of juveniles who have voluntarily left home (i.e., "Runaways") should be classified as such
only after thorough investigation.
Based on the outcome of initial inquiries, a decision may be made concerning the potential
danger posed to the missing person and the police response.
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Any member encountering a person who wishes to report a missing person or runaway shall
render assistance without delay. This can be accomplished by accepting the report via telephone
or in person and initiating the investigation. Those members who are unable to give immediate
assistance shall promptly notify dispatch or alert a team member who can take the report.
A report shall be accepted in all cases and regardless of where the person was last seen, where
the person resides or any question of jurisdiction (50 ILCS 722/5(a)).
A signature to enter an adult or emancipated person into LEADS is required. In instances where
the complainant may be out of the area, a faxed or scanned signed Missing Person/Stolen Vehicle
Agreement form can be utilized.
Pursuant to 325 ILCS 40/7.2, at the time of first contact with an individual making a report of a
missing child who is under 18 years of age, the Wheaton Police Department officer shall provide
the individual with information, the contents of which shall be prepared by the Office of the
Attorney General and posted on its website, that includes but is not limited to, the 24-hour tollfree telephone numbers for the National Center for Missing and Exploited Children and the
National Runaway Safeline. This information will include a description of the services provided
to families of missing children by the National Center for Missing and Exploited Children and the
National Runaway Safeline. See Appendix A.
5.11.4.2

Report

The initial officer must gather as much pertinent information as possible in order to properly
classify a missing person report and initiate a proper response. This includes the following
information:
a. Name, age and physical description of the subject and relationship of the reporting party
to the missing person.
b. Time and place of last known location and the identity of anyone accompanying the
subject
c. The extent of any search for the subject
d. Whether the subject has been missing on prior occasions and the degree to which the
absence departs from established behavior patterns, habits, or plans.
e. Whether the individual has been involved recently in domestic incidents; suffered
emotional trauma or life crises, demonstrated unusual, uncharacteristic, or bizarre
behavior, is dependent on drugs or alcohol or has a history of mental illness.
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f. The current physical condition of the subject and whether the person is currently on
prescription medication.
If the missing person is a child, inquiry should also determine if the child;
a. Is or may be with any adult who could cause him or her harm
b. May have been the subject of a parental abduction
c. Has previously run away from home, has threatened to do so, or has a history of
explainable or unexplainable absences for extended period of time.
Additionally, if the missing person is a child, especially a young child missing from the home or
near the home, every effort should be made by initial responding units to make a thorough search
of the child's home, garage, shed or any other area of the premise. A canvass should be
conducted, inquiring with nearby friends and neighbors.
Upon receipt of a report of a missing person, that report shall be entered into LEADS.
Additionally, the reporting officer shall make a local dispatch to officers on duty at the time of
receipt of the report. The dispatch shall contain the missing person’s name, age, and any other
pertinent information available. If the missing person is a child, notification to the State’s Missing
Person Clearinghouse shall be made. In the event that a missing child is not recovered during the
work shift in which the radio dispatch was made, the law enforcement agency receiving the
report shall disseminate the information to all sworn personnel (325 ILCS 40/7).
All missing person reports shall be completed and submitted promptly, but no later than the end
of their assigned shift.
5.11.5

INITIAL INVESTIGATION

The initial investigation is intended to gather additional information and to take those steps that
will aid in the search for and location of the missing person. This includes the following types of
information and materials:
a. Complete description of the subject and a recent photograph
b. Details of any physical or emotional concerns
c. Identity of the last person(s) to have seen the subject as well as friends, relatives,
co-workers, or associates who were or may have been in contact with the subject
prior to disappearance
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d. Plans, habits, routines, and personal interests of the subject including places
frequented or locations of particular personal significance
e. Indications of missing personal belongings, particularly money or other valuables
f. Any suggestions of foul play or accident
g. In the case of missing children, officers shall be particularly cognizant of
information that may suggest the potential for parental abduction or the
possibility of stranger abduction, as well as:
1. The presence of behavioral problems;
2. Past instances of running away;
3. Signs of an abusive home environment or dysfunctional family situation;
4. Whether the child is believed to be with adults who may pose a danger; and
5. The name and location of the school attended by the child and any persons
who may be responsible for private transportation to and from the location.
When possible, officers should gain permission to search a missing child's home and school locker
as appropriate.
For purposes of LEADS and other database entries the officer shall classify the missing person in
accordance with LEADS standards and have the reporting person sign the waiver form.
In the case of a person being designated as "missing- critical" the on-duty supervisor shall;
a. Contact the Investigations Lieutenant, and/or Sergeant
b. Make notification to the on-duty Patrol Division Lieutenant, Deputy Chiefs and
Chief of Police
c. Direct available information regarding the subject be broadcast over to all officers
on-duty and via LEADS message to other area jurisdictions
d. Ensure that an ISPERN dispatch is broadcast
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e. Summon a Canine Officer if ground searches are indicated
f. If the preliminary investigation information suggests that there is a need for
additional resources, request mutual aid as time is critical
g. Request assistance from the appropriate fire protection district to deploy
available resources to aid in the search
h. Request the use of the Department’s small Unmanned Aircraft System (sUAS) if it
meets the criterion (See the department order entitled, “Unmanned Aircraft
System (sUAS).
i.
5.11.6.1

Establish a Command Post and initiate a crime-scene log
CONTINUING INVESTIGATION

In addition to continuing or completing the actions above, ongoing investigations of missing
persons shall include, but not be limited to the following activities:
a. Request release of dental records and any available fingerprints
b. Contact hospitals and the Office of the Coroner as appropriate for injured or
deceased persons.
c. Thoroughly check the location at which the missing person was last seen and
conduct interviews as appropriate with persons who were with the individual or
who may work in or frequent the area.
d. Conduct interviews with any additional family, friends, work associates,
schoolmates, and teachers as well as school counselors and social workers, as
appropriate, to explore the potential for foul play, voluntary flight, or, in the case
of juveniles, parental kidnapping or running away.
e. Provide identification and related information to all units of this Department, the
Illinois State Police Missing Person's Unit, and, if parental or stranger-to-stranger
abduction is suspected, the FBI.
f. Decisions to use City of Wheaton Communications and other local media to help
locate missing persons shall be made with the approval of the Chief of Police and
only after consultation with the missing person's family.
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g. The lead investigator shall maintain routine on-going contact with the missing
person’s closest relative concerning progress of the investigation. These and other
relevant individuals shall be informed that they must notify the lead investigator
as soon as any contact is made with the missing person.
5.11.7

NOTIFICATION TO REPORTING PERSON

Pursuant to 50 ILCS 722/5(d)(1), the Wheaton Police Department shall notify the person making
the report, a family member, or other person in a position to assist the Wheaton Police
Department in its efforts to locate the missing person of the following:
a. General information about the handling of the missing person case or about
intended efforts in the case to the extent that the law enforcement agency
determines that disclosure would not adversely affect its ability to located or
protect the missing person or to apprehend or prosecute any person criminally
involved in the disappearance
b. That the person should promptly contact the law enforcement agency if the
missing person remains missing in order to provide additional information and
materials that will aid in locating the missing person such as the missing person’s
credit cards, debit cards, banking information, and cellular telephone records; and
c. That any DNA samples provided for the missing person case are provided on a
voluntary basis and will be used solely to help locate or identity the missing person
and will not be used for any other purposes.
The Wheaton Police Department, upon acceptance of a missing person report, shall inform the
reporting citizen of one of two resources, based upon the age of the missing person. If the
missing person is under 18 years of age, contact information for the National Center for Missing
and Exploited Children shall be given. If the missing person is age 18 or older, contact information
for the National Center for missing Adults shall be given.
5.11.8

AMERICA’S MISSING BROADCAST EMERGENCY RESPONSE (AMBER) PLAN

AMBER Alerts will only be activated if:
a. Law enforcement must confirm a child has been abducted; AND
b. The child is under the age of 16 years or has a proven mental or physical disability;
AND
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c. The investigating officer believes the child is in danger of serious bodily harm or
death; AND
d. There is enough descriptive information about the child, abductor, and/or
suspect’s vehicle to believe an immediate broadcast alert will help.
e. A supervisor approves the activation.
To activate the AMBER Alert Notification Plan, officers shall;
1. Complete the AMBER Alert Packet (http://www.amberillinois.org/Law%20Enforcement) and fax it
to the Illinois State Police Springfield Area Communications (217-786-7191) and confirm receipt
of the packet by calling the ISP SAC (217-786-6677). See Appendix B for packet.
2. Obtain a current photograph of the child, scan, and e-mail the photo along with all abduction
details/summaries to the Illinois State Clearinghouse for Missing and Exploited Children
(missing@isp.state.il.us)
Timely entry of the above information into the AMBER Alert System is important in aiding with
the location of the child and/or the abductor(s). When appropriate, all personnel are to make
every effort to activate the plan as soon as possible.
5.11.9

RESOURCES

A Child Is Missing Alert (ACIM)
The on-scene supervisor will be responsible for the decision to use ACIM assets (888-875-2246).
ACIM may be used for cases involving:
a. Any missing person 17 years of age or younger
b. Runaway children if the on-scene supervisor deems the child to be at risk
c. Stranger abduction, prior to AMBER ALERT being activated
d. College students (at the discretion of a supervisor)
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e. A senior citizen who must be 65 years of age or older (unless otherwise disabled) when
being missing is out of character for the elderly person. ACIM can be used for an elderly
person who frequently walks away from a nursing facility
f. Disabled person (no age limitation) where the disability severely limits the person’s ability
to self-care; the person is disoriented, dependent on life sustaining medication
g. Impending or imminent weather conditions (such as snowstorms, thunderstorms,
tornado warning, et cetera) in the opinion of the on-scene supervisor warrant utilization
of ACIM
ACIM will:
a. Use computer-mapping software to identify the area the subject was last seen and
potential areas there the subject might be found
b. Use an automated telephone system to deliver a recorded message to residents and
businesses in the area the person was last seen. The message will ask residents to check
their property for the missing individual
c. Notify police of any information or leads reported to them
d. If police verify a sighting that places the missing person in a different zip code than the
last known location that was indicated at the time of the first ACIM message, a second
message can be sent out into the new area.
Operation Child Safe
In addition to the preceding information systems, the City of Wheaton Department of Public
Works, Building & Code Enforcement and Engineering Department employees who are equipped
with radios may be mobilized to assist Police Department efforts in locating missing persons.
In the event the incident is occurring during normal working hours (Monday – Friday, 0700-1700),
the Patrol supervisor will ensure the release of any photographs and the physical and clothing
description of the missing child to the Public Works Director and City Manager.
In the event that the missing child is reported missing after hours and the child is not located
prior to the start of the next business day, the on-scene supervisor will make the notifications as
listed in above paragraph.
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Endangered Missing Person Advisory (Silver Alert)
The purpose of the Silver Alert, is to rapidly disseminate information to local law enforcement,
broadcasters and the public when an individual believed to be at high risk is missing and they
meet the following criteria:
a. The person is missing under unexplained or suspicious circumstances;
b. The person is believed to be in danger because of age, health, mental or physical
disability, environment, weather conditions, or in the company of a potentially
dangerous person or some other factor that may expose the person to possible harm or
injury;
c. Public information is available that could assist in the safe recovery of the person and the
circumstances do not fit the criteria of an AMBER Alert.
A Silver Alert can be initiated through the Illinois State Police
5.11.10

CASE CLOSURE

Competent adults, having left home for personal reasons, cannot be forced to return home.
Officers locating such individuals shall:
1. Advise the person that they are the subject of a missing person investigation
2. Ask if they desire the reporting party or next of kin to be notified of their whereabouts.
Unless criminal matters dictate otherwise, the desire of the adult missing person will
be honored.
3. Make provisions to transmit this information to the reporting party if, permitted, by
the located person
4. In all cases, reporting parties will be informed of the well-being of located missing
persons
An additional report will be generated to the initial case report closing the case and assuring any
LEADS/NCIC computer entries are removed from the system.
Subjects located that were deemed to be at risk at the initiation of the police response and the
risk is unfounded by the locating of the missing individual will be noted in the appropriate report
and:
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1. If used, notify the Illinois State Police to cancel the AMBER ALERT using the attached
cancellation fax
2. If used, notify ACIM of the recovery
3. Cancel other information sources (ISPERN, computer systems etc.)
Subjects with disabilities or other medical conditions should be checked by medical personnel as
circumstances warrant.
In cases involving minors under 18 years of age, officers will ensure that:
1. Medical attention, if warranted, is provided in an expedient manner.
2. Initial questioning of the youth to identify the circumstances surrounding the child’s
disappearance, identification of any individuals who may be criminally responsible
and/or whether an abusive negligent home environment was a contributory factor.
3. Parents, guardians and/or the reporting person are notified in a timely manner.
4. Proper documentation of the child’s whereabouts during the time missing on the case
report.
In the event a juvenile classified as a “runaway” refuses or is turned away by the parent or
guardian during the reunification process, officers will transport the minor to the Wheaton Police
Department and make arrangements for a Juvenile Officer to take charge of the case. If a Juvenile
Officer is not available, the officer will notify the on-duty supervisor and seek assistance through
Wheaton Youth Outreach and/or Department of Children and Family Services. Disposition of the
case will be indicated in the report.
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5.12.1

PURPOSE

The purpose of this department order is to create uniform policy to handle all juvenile
interactions in accordance with all applicable Federal laws, the Illinois Compiled Statutes, and
associated case law. The Wheaton Police Department understands juveniles must be handled
differently than adults and police officers with specialized training and knowledge are required
to appropriately interpret and apply juvenile law.
5.12.2

POLICY

It is the policy of the Wheaton Police Department for all sworn officers to handle all juvenile
interactions in accordance with this order. It is the responsibility of the sworn supervisory
personnel to ensure all personnel comply with this order.
The Wheaton Police Department is committed to the development, implementation, and
maintenance of programs designed to prevent and control juvenile delinquency. To that end it
shall be the policy of the Wheaton Police Department:
1. To comply with the Juvenile Court Act which is designed to consider moral, mental,
and physical welfare of minors and the best interest of the community.
2. That the constitutional rights of minors shall never be abridged. Juveniles have the
same constitutional rights as adults, including rules of evidence for court processing.
3. Within the parameters of the Juvenile Court Act, the Wheaton Police Department
operates in collaboration with other criminal justice agencies and public social
services to identify, address and solve individual and community problems.
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5.12.4

DEFINITIONS

Adult: a person 21 years of age or older. 705 ILCS 405/1-3(2).
Crime of violence: any of the following crimes: murder, voluntary manslaughter, criminal sexual
assault, aggravated criminal sexual assault, predatory criminal sexual assault of a child, armed
robbery, robbery, arson, kidnapping, aggravated battery, aggravated arson, or any other felony
which involves the use or threat of physical force or violence against another individual. 20 ILCS
301/1-10.
Custodial interrogation: means any interrogation (i) during which a reasonable person in the
subject's position would consider himself or herself to be in custody and (ii) during which a
question is asked that is reasonably likely to elicit an incriminating response. 725 ILCS 5/1032.1(a).
Detention Setting: when a juvenile is handcuffed to a fixed object or locked in a secured room or
cell. This definition is for purposes of this policy only.
Electronic recording: includes motion picture, audiotape, videotape, or digital recording. 725
ILCS 5/103-2.1(a).
Expunge: to physically destroy the records and to obliterate the minor's name from any official
index or public record, or both. Nothing in this Act shall require the physical destruction of the
internal office records, files, or databases maintained by a State's Attorney's Office or other
prosecutor. 705 ILCS 405/5-915(0.05).
Forcible felony: treason, first degree murder, second degree murder, predatory criminal sexual
assault of a child, aggravated criminal sexual assault, criminal sexual assault, robbery, burglary,
residential burglary, aggravated arson, arson, aggravated kidnaping, kidnaping, aggravated
battery resulting in great bodily harm or permanent disability or disfigurement and any other
felony which involves the use or threat of physical force or violence against any individual. 720
ILCS 5/2-8.
Formal station adjustment: a procedure when a juvenile police officer determines that there is
probable cause to believe the minor has committed an offense and an admission by the minor of
involvement in the offense. 705 ILCS 405/5-301.
Informal station adjustment: a procedure when a juvenile police officer determines that there is
probable cause to believe that the minor has committed an offense. 705 ILCS 405/5-301.
Juvenile: a minor under the age of 18 years of age who is not currently under the jurisdiction of
an adult criminal court. This definition is for purposes of this policy only.
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Juvenile police officer: a sworn police officer who has completed a Basic Recruit Training Course,
has been assigned to the position of juvenile police officer by his or her chief law enforcement
officer and has completed the necessary juvenile officers training as prescribed by the Illinois Law
Enforcement Training Standards Board, or in the case of a state police officer, juvenile officer
training approved by the Director of the Department of State Police. 705 ILCS 405/1-3(17).
Law enforcement record: includes but is not limited to records of arrest, station adjustments,
fingerprints, probation adjustments, the issuance of a notice to appear, or any other records
maintained by a law enforcement agency relating to a minor suspected of committing an offense.
705 ILCS 405/5-915(0.05).
Limited Custody: As defined in 705 ILCS 405/3-4, a law enforcement officer may, without a
warrant, take into limited custody, a minor who the law enforcement officer reasonably
determines is:
a. Absent from home without consent of the minor's parent, guardian or
b. Beyond the control of his/her parent, guardian, or custodian, in circumstances
which constitute a substantial or immediate danger to the minor's physical
safety.
Minor: a person under the age of 21 years. 705 ILCS 405/1-3(10).
Minor Requiring Authoritative Intervention (MRAI): As defined in 705 ILCS 405/3-3, any minor
under the age of eighteen (18) who is:

a. Absent from home without the consent of parent, guardian, or custodian, or
b. Beyond the control of his/her parent, guardian, or custodian, in circumstances which
constitute a substantial or immediate danger to the minor's physical safety; and
c.

After being taken into limited custody and offered interim crisis intervention services,
where available, refuses to return home after the minor and his/her parent, guardian or
custodian cannot agree to an arrangement for an alternative voluntary residential
placement or to the continuation of such placement

Place of detention: a building or a police station that is a place of operation for a municipal police
department or county sheriff department or other law enforcement agency at which persons are
or may be held in detention in connection with criminal charges against those persons or
allegations that those persons are delinquent minors. 725 ILCS 5/103-2.1(a). The office of a
School Liaison Officer does not qualify as a place of detention.
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School Liaison Officer: a police officer assigned to a Community Unit School District 200 High
School or Middle School within the incorporated city limits of Wheaton. School Liaison Officer
shall have the same meaning as “School Resource Officer.” This definition is for purposes of this
policy only.
Status offender: A juvenile suspected of committing a criminal violation of the law that would
not be a criminal violation but for the age of the offender. Examples include underage possession
of tobacco, curfew violation or truancy. A juvenile in custody on a court order or warrant based
on a status offense is also a status offender.
Temporary Custody: As defined in 705 ILCS 405/3-7, a law enforcement officer may, without a
warrant, take into temporary custody a minor:
a. Whom the officer, with reasonable cause, believes to be a minor requiring
authoritative intervention; and
b. who has been adjudged a ward of the court and has escaped from any
commitment ordered by the court, or;
c. who is found in any street or public place suffering from a sickness or injury
which required care, medical treatment or hospitalization, or;
d. who is an addicted, neglected, abused or dependent minor as defined in the
Juvenile Court Act, Sections 405/2-3 and 405/4-3.
Any other quoted words used in this policy which are not defined in the DEFINITIONS Section
shall have the meaning as defined in the Juvenile Court Act of 1987 (705 ILCS 405).
5.12.5

JUVENILE INFORMATION SHARING

All information regarding any interaction with a juvenile shall remain confidential and shall be
restricted to those individuals and agencies outlined in the Juvenile Court Act 705 ILCS 405/1-7
& The Reciprocal Reporting Agreement between Community Unit District 200 and The Wheaton
Police Department. A copy of the agreement is in SharePoint.
5.12.6

JUVENILE OFFICERS

Wheaton Police Department juvenile officers shall be fulltime sworn officers and have completed
the training prescribed for juvenile officers by the Illinois Law Enforcement Training Standards
Board and be assigned to the position of juvenile police officer by the Chief of Police or designee.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

JUVENILE INTERACTIONS 5.12
Wheaton Police Department officers acting in the role of the juvenile officers shall not have played
an active part in the arrest of the juvenile and should not be the one conducting questioning in
any interview or interrogation of the juvenile.
All Wheaton “juvenile police officers” acting in the role of the juvenile officer shall have the
following responsibilities and authority when performing their duties:
5.12.6.1

Responsibilities and Authority
a. Verify notification was conducted per the Parental Notification sections.
b. Determine if the juvenile’s offense requires electronic recording in a place of
detention. See APPENDIX A – CRIMINAL OFFENSES REQUIRING SPECIAL ACTION.
c. Determine if the juvenile’s age and offense require mandatory representation by
counsel. See APPENDIX A – CRIMINAL OFFENSES REQUIRING SPECIAL ACTION.
d. Determine if the juvenile’s age and offense require an automatic transfer to adult
criminal court AND advise the juvenile they can be tried as an adult if they are
charged with an offense in APPENDIX B – AUTOMATIC TRANSFERS.
e. Ensure the juvenile is not confined with adults (sight and sound separate).
f. Ensure the juvenile is held in accordance with the detention and custody times.
g. Confer with the juvenile and explain the role of the juvenile officer.
h. Verify Juvenile Miranda was given continuously, without interruption, and
understood by the juvenile per the JUVENILE STATEMENTS (NONCUSTODIAL/CUSTODIAL) Section.
i.

Inform the juvenile under 18 years of age of the notification of a parent/legal
guardian.

j.

Be present during any and all questioning of the juvenile.

k. Inform the juvenile of arrival of parents or legal guardian at the police department.
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l.

Inform juvenile of arrival of counsel at the police department.

m. Determine if the juvenile wishes to confer with a parent or legal guardian prior to
questioning. Allowing parental or legal guardian contact is not legally required
and should be evaluated on a case-by-case basis by the supervisor, juvenile
officer, and case detective. Preventing parental contact may affect the
voluntariness of a juvenile’s statement.
n. Ensure the juvenile is fed per the departmental feeding schedule.
o. Ensure the juvenile is allowed to rest (including multiple breaks during interviews
if necessary).
p. Ensure the juvenile is given access to the washroom.
q. Ensure the juvenile is not coerced in any way.
r. Ensure the juvenile is being treated fairly.
s. Upon release ensure the juvenile and parent have been advised both verbally and
in writing of the right to expunge the juvenile’s arrest record. An expungement
packet shall be provided.
t. Screen the juvenile’s offense for detention at the Kane County Juvenile Justice
Center if applicable.
u. Determine the juvenile disposition. See the DISPOSITIONS section.
v. Create a supplemental report to document actions performed while executing the
duties of a juvenile officer.
5.12.6.2
School Liaison Officers (SLOs)
In addition to the responsibilities and authority outlined in the JUVENILE OFFICERS Section,
School Liaison Officers shall also comply with the “Memorandum of Understanding,” and the
“RECIPROCAL REPORTING AGREEMENT,” between Community Unit School District 200 and the
Wheaton Police Department. DISTRICT 200 AND WHEATON POLICE DEPARTMENT M.O.U. &
DISTRICT 200 AND WHEATON POLICE DEPARTMENT RECIPROCAL REPORTING AGREEMENT. In a
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case where either agreement conflicts with statute, the statute shall take precedence.
Everything else in the agreements shall remain in full force and effect.
5.12.7

CASE REPORT ASSIGNMENT & FOLLOW UP

5.12.7.1
Operations Division – Reporting Responsibilities
All general offense, assist other law enforcement agency, and arrest reports of juvenile suspects
and/or arrestees, for felony offenses, misdemeanor criminal offenses, misdemeanor traffic
offenses, all status offenses, misdemeanor traffic offenses adopted by the City of Wheaton
ordinance, civil law violations, and City of Wheaton ordinance violations, shall be submitted
through the chain of command.
Records shall assign the approved reports to the Support Lieutenant for review and assignment.
5.12.7.2
Support Division – Investigations Responsibilities
The Support Lieutenant shall review all approved reports involving juveniles and assign them to
the Support Sergeant for review, assignment to a juvenile officer for disposition, and case
tracking. The Support Sergeant shall track all juvenile cases until the case is closed by referral to
juvenile court, referral of the juvenile-to-Juvenile probation for preliminary conference, the
issuance of a traffic citation or City of Wheaton ordinance citation, the issuance of a civil law
violation, the successful completion of all required diversion programs, the successful completion
of all station adjustments, or criminal charges are not pursued.
The Support Sergeant may assign cases to juvenile officers in Operations and Support Divisions
based on shifts and scheduling, and a juvenile officer’s involvement in the initial case. The
Support Sergeant should assign cases involving students of Wheaton North and Wheaton
Warrenville South High Schools including their feeder schools to the respective School Liaison
Officer. A juvenile officer may complete all follow up including a disposition for any self-initiated
juvenile case as long as it does not conflict with any of their responsibilities while acting in the
role of a juvenile officer. See the JUVENILE OFFICERS section.
5.12.7.3
Juvenile Officers – Reporting Responsibilities
All juvenile officers assigned juvenile cases for follow up shall be responsible for completing a
follow up report documenting all meetings with the juvenile and the juvenile’s parents, the initial
disposition of the case, any changes in the juvenile’s disposition, and the final disposition of the
case. All disposition forms including station adjustments and referrals shall be completed and
the originals attached to the case report.
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5.12.8

JUVENILE INTERACTIONS

Interactions with juveniles can be categorized into criminal, status based, and non-criminal
interactions.
a. Criminal interactions involve petty offenses, business offenses, City of Wheaton
adopted criminal misdemeanors punishable by only a fine, City of Wheaton
adopted misdemeanor traffic offenses and penalties, and all misdemeanor and
felony offenses punishable by a fine and/or imprisonment if the offense were
committed by an adult.
b. Status based interactions involve offenses that would not be illegal if committed
by an adult or in some circumstances a minor older than 17 years of age including
curfew violations, certain traffic offenses, Zero Tolerance, runaways, truancy, and
unlawful possession of tobacco and liquor.
c. Non-criminal interactions include civil law violations, neglected, abused, and
dependent minors, and Minors Requiring Authoritative Intervention (M.R.A.I.).
The procedures for juvenile interactions shall be prioritized in the following order for any
incidents which involve multiple categories of interactions:
1)
2)
3)
4)
5)

Felony offenses
Misdemeanor offenses requiring special handling
All other misdemeanor offenses
All status-based offenses
All other violations and non-criminal interactions

An effort should be made by an arresting officer to charge a juvenile in a manner which will avoid
multiple court appearances. There are several instances where a juvenile charged with multiple
different offenses is preferred and required.
a. Any criminal offense and a civil law violation. e.g., retail theft and possession of
less than 10 grams of cannabis and drug paraphernalia.
b. Any non-traffic related felony or misdemeanor referred to Juvenile Court and any
DUI. e.g., burglary to motor vehicle and DUI drugs.
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5.12.9

CRIMINAL INTERACTIONS

Criminal offenses apply to juveniles at least 10 years of age and under 18 years of age. No juvenile
under the age of 10 years shall be charged with a criminal offense without the approval of the
DuPage County State’s Attorney’s Office.
Upon the arrest of a juvenile, the arresting officer shall follow the notification procedure outlined
in the PARENTAL NOTIFICATION Section below.
5.12.9.1
Felony Offenses
Any Wheaton Police Department Officer who detains, arrests, or determines a juvenile is the
focus of an investigation for committing or attempting to commit any felony offense shall adhere
to the following protocol:
1. Without delay notify a supervisor and advise them of the age of the juvenile, the nature
of the felony offense, and whether the juvenile is being investigated, detained, or is under
arrest.
2. Request the assistance of a juvenile officer.
It is the responsibility of the supervisor and the juvenile officer to determine if the felony offense
requires special handling such as electronic recording in a place of detention or mandatory
representation by counsel based on the offense and the juvenile’s age. See APPENDIX A –
CRIMINAL OFFENSES REQUIRING SPECIAL ACTION. If special handling is required a notification
shall be made to the Support Lieutenant or designee in the Lieutenant’s absence. The Support
Lieutenant or designee will follow established procedures for the investigation of any “major
incident.” See the department order entitled, “Major Incident Notification and Investigation.”
A supervisor may at his or her discretion allow the arresting officer to follow the misdemeanor
offense procedures for a lesser included misdemeanor offense if the charging of a felony offense
will not be pursued or is denied by the DuPage County State’s Attorney’s Office.
See the JUVENILE ARRESTS, PROCESSING, & DETENTION Section below.
Generally, a juvenile being investigated, detained, or arrested for a felony offense shall not be
questioned without a juvenile officer present. See the JUVENILE STATEMENTS (NONCUSTODIAL/CUSTODIAL) Section and APPENDIX D – JUVENILE MIRANDA AND WAIVER.
An offense or arrest report shall be generated by the reporting officer outlining the circumstances
of the felony offense or arrest to include the elements of the offense and all relevant information
surrounding the arrest, parental notification, interview, and release or transfer of the juvenile.
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The report shall also contain all contact information for all involved parties including the
juvenile’s parents and/or legal guardian.
The report narrative shall begin with a long form complaint of the offense(s) committed or
attempted. See APPENDIX C – JUVENILE COMPLAINT.
The assigned Juvenile Officer shall generate a supplemental report as to his or her actions while
acting in the role of a juvenile officer.
5.12.9.2
Misdemeanor Criminal Offenses
Any Wheaton Police Department Officer may investigate and/or arrest a juvenile for a
misdemeanor offense. There are certain misdemeanor offenses which require additional special
handling including Driving Under the Influence, et al., misdemeanor sex offenses as described in
Chapter 720 Act 5 Article 11 of the Illinois Compiled Statutes, other misdemeanor violations as
described in 625 ILCS Act 5 of the Illinois Vehicle Code, misdemeanor violations as described in
720 ILCS Act 5 Article 24, and Domestic Violence, which are outlined below. Nothing in this order
prohibits an officer from requesting or receiving assistance from a juvenile officer in the arrest,
processing, or detention of a juvenile for a misdemeanor offense.
See the JUVENILE ARRESTS, PROCESSING, & DETENTION Section below.
An officer may question an arrested juvenile regarding a misdemeanor offense only after
administering the Juvenile Miranda Warning. See the JUVENILE STATEMENTS (NONCUSTODIAL/CUSTODIAL) Section and APPENDIX D – JUVENILE MIRANDA AND WAIVER.
An offense or arrest report shall be generated by the reporting officer outlining the circumstances
of the misdemeanor offense or arrest to include the elements of the offense and all relevant
information surrounding the arrest, interview, parental notification, and release or transfer of
the juvenile. The report shall also contain all contact information for all involved parties including
the juvenile’s parents and/or legal guardian.
The report narrative shall begin with a long form complaint of the offense(s) committed or
attempted. See APPENDIX C – JUVENILE COMPLAINT.
5.12.9.3
Misdemeanor Sex Offenses of Article 11 of 720 ILCS
In addition to the misdemeanor criminal offense procedures, any Wheaton Police Department
Officer who detains, arrests, or determines a juvenile is the focus of an investigation for
committing or attempting to commit any misdemeanor offense in Article 11 of 720 ILCS shall
adhere to the following protocol.
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1. Without delay notify a supervisor and advise them of the age of the juvenile, the
nature of the misdemeanor sex offense, and whether the juvenile is being
investigated, detained, or is under arrest.
2. Request the assistance of a juvenile officer.
It is the responsibility of the supervisor and the juvenile officer to determine if the misdemeanor
sex offense requires special handling such as electronic recording in a place of detention or
mandatory representation by counsel based on the offense and the juvenile’s age. See APPENDIX
A – CRIMINAL OFFENSES REQUIRING SPECIAL ACTION. A notification shall be made to the
Investigations Lieutenant or designee in the Lieutenant’s absence. The Support Lieutenant or
designee will follow established procedures for the investigation of any “major incident.”
5.12.9.4
Domestic Violence (Misdemeanor Domestic Battery)
In addition to the misdemeanor criminal offense procedures, any Wheaton Police Department
officer arresting a juvenile for misdemeanor domestic battery shall follow the additional
procedures below.
Generally, a juvenile arrested for misdemeanor domestic battery shall be transported to the
Wheaton Police Department. A juvenile may be released to parents/legal guardian on scene with
supervisory approval.
The report narrative shall begin with the long form complaint and the domestic violence history
template.
All victims shall sign and date a “Written Statement and explanation of rights” from the Office
of the Illinois Attorney General. They shall be given a copy.
All victims shall be given a copy of the “Illinois Domestic Violence Act – Victim Information”
sheet from the Office of the Illinois Attorney’s General.
5.12.9.5
Driving Under the Influence (DUI)
In addition to the misdemeanor criminal offense procedures, any Wheaton Police Department
officer arresting a juvenile for DUI shall follow the additional procedures below.
A juvenile arrested for DUI shall be transported to a police department or a hospital for breath,
blood, and/or urine testing unless refused.
A juvenile arrested for DUI shall be read the warning to motorist prior to breath, blood, and/or
urine testing. The juvenile shall sign, date, and time the warning to motorist as an
acknowledgement of receipt or the officer will sign, date, and time and note any refusal to sign.
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The arresting officer shall issue and serve the sworn report along with a long form complaint
(State of Illinois or Adopted City of Wheaton Ordinance equivalent) for DUI and any additional
companion charges to the juvenile after receiving breath, blood, and/or testing results or upon a
refusal. The report narrative does not need to begin with a copy of the long form complaint.
All surveillance video of the juvenile arrestee while the juvenile is in custody will be collected and
entered into evidence.
5.12.9.6
Other Misdemeanor Traffic Offenses
In addition to the misdemeanor criminal offense procedures, a Wheaton Police Department
Officer arresting a juvenile for misdemeanor traffic offenses other than DUI may be issued a State
of Illinois IVC or Adopted City of Wheaton Ordinance equivalent IVC.
The arrest report does not need to include a long form complaint in the narrative for any citations
issued.
It is preferred for juveniles at least 10 years of age and under 16 years of age to be arrested and
charged via a long form complaint in the beginning of the narrative to be forwarded to a juvenile
officer for disposition.
5.12.9.7
Misdemeanor Weapons Offenses of Article 24 of 720 ILCS
In addition to the misdemeanor criminal offense procedures, any Wheaton Police Department
Officer arresting a juvenile for a misdemeanor weapon offense shall notify the law enforcement
agency where the juvenile resides and where the juvenile is enrolled in school and advise them
of the arrest.
5.12.9.8
Juvenile Arrest Warrants
Officers arresting juveniles pursuant to a juvenile arrest warrant shall contact the Detention
Screening and Transport Unit at 630-407-2500 to verify the warrant and complete the detention
screening process. The reporting officer shall complete an arrest report.
5.12.9.9
Juvenile Probation Violations
Any juvenile who has violated his or her conditions of Home Detention or probation may be
arrested and transported to the Kane County Juvenile Justice Center at the direction of any
Juvenile Probation Officer. The reporting officer shall generate an assist other agency report.
If a juvenile is arrested for a felony, misdemeanor, or an adopted misdemeanor under the City of
Wheaton Ordinance and the juvenile indicates they are on Intensive Probation or Home
Detention an effort will be made to notify the juvenile’s probation officer without delay. The
juvenile should be screened for possible detention if the juvenile would not otherwise be
detained for the arrest.
EFFECTIVE DATE: 05/01/2021
REVISED DATE:

JUVENILE INTERACTIONS 5.12
The officer shall contact the Detention Screening and Transport Unit at 630-407-2500 to speak
with the on-call Home Detention or Intensive Probation Officer regarding the violation and
possible detention. The reporting officer shall complete an arrest report noting the additional
actions taken.
5.12.9.10
Traffic Offenses (Business and Petty)
A juvenile at least 10 years of age and under 16 years of age who has violated a State of Illinois
statute of the Illinois Vehicle Code or a City of Wheaton Ordinance for an adopted Illinois Vehicle
Code for a business or petty traffic offense may be issued a citation in conjunction with any other
misdemeanor traffic offense citations. These charges typically would be companion charges for
a misdemeanor traffic citation.
It is preferred for juveniles at least 10 years of age and under 16 years of age to be charged via a
long form complaint in the beginning of the narrative to be forwarded to a juvenile officer for
disposition. These charges typically would be companion charges to a long form complaint for a
traffic misdemeanor.
A juvenile 16 or 17 years of age with a valid driver’s license who has only violated a State of Illinois
statute of the Illinois Vehicle Code or a City of Wheaton Ordinance for an adopted Illinois Vehicle
Code for a business or petty traffic offense may be issued a citation.
No report needs to be prepared for juveniles 16 or 17 years of age if the juvenile was only issued
a citation for a business and/or petty offense.
5.12.9.11
City of Wheaton Ordinance Violations
A juvenile who has only violated a City of Wheaton Ordinance may be issued a citation. This does
not include any adopted Illinois Vehicle Code violations.
A report shall be generated by the reporting officer outlining the circumstances of the ordinance
violation to include the elements by which the juvenile violated the ordinance and all relevant
information surrounding the incident, parental notification, and release of the juvenile to
parents, another legal guardian, or DCFS if applicable. The report shall also contain all contact
information for all involved parties including, juvenile’s parent(s), and/or legal guardian(s).
5.12.10

CRIMINAL ARRESTS, PROCESSING, & DETENTION

5.12.10.1
Arrests & Handcuffing
All Wheaton Police Department Officers shall use reasonable and necessary force as prescribed
in “Policy A – Use of Force” when arresting a juvenile.
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There is no minimum age for handcuffing, however an officer should only handcuff a juvenile
under 10 years of age when the juvenile has committed a “forcible felony” or is otherwise a threat
to themselves or those around them. Juveniles 10 years of age but under 18 years of age shall
be handcuffed while being transported for all criminal offenses. A supervisor or juvenile officer,
may at their discretion, allow a juvenile to be transported unhandcuffed. The supervisor or
juvenile officer shall consider the juvenile’s age, escape risk, physical resistance, severity of the
juvenile’s offense, and any other aggravating or mitigating circumstances surrounding the arrest
when making the decision to transport the juvenile unhandcuffed.
5.12.10.2
Parental Notification
The reporting officer shall immediately make a reasonable attempt to notify the juvenile’s parent
or legal guardian or the person with whom the juvenile resides that the juvenile has been
arrested and his/her holding location. 705 ILCS 405/3-8
This notification does not need to be made at the scene. It can be done once the juvenile is
transported to the station and after intake procedures are performed. Reasonable attempts
include notification via telephone or an in-person notification. If contact cannot be made via
telephone a message shall be left and an in-person notification shall be attempted at the
parents’ or guardians’ residence. If contact cannot be made in-person, a message shall be left.
All notification messages shall include the statutory required information and include a contact
telephone number. All notifications and attempts at notification shall be documented in a
report.
5.12.10.3
Intake & Searches
All juveniles arrested for felonies, misdemeanors, and adopted traffic misdemeanors who have
committed an offense which requires fingerprinting and photographing or the juvenile cannot be
released to parents on scene shall be brought into the Wheaton Police Department and shall be
processed per the “Prisoner Processing” department order.
5.12.10.4
Supervision, Detention, & Custody Times
Juveniles arrested for a felony or misdemeanor offense may only be detained in a “detention
setting” for the periods of time outlined below. 705 ILCS 405/5-410.
10 and 11 years of age – No more than 6 hours in a “detention setting.”
12 to 17 years of age – No more than 12 hours in a “detention setting.”
12 to 17 years of age – No more than 24 hours for a “crime of violence,” in a “detention setting.”

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

JUVENILE INTERACTIONS 5.12
Detention time begins when a juvenile is placed in a secure room or cell, or when handcuffed to a
fixed object. Transportation time does not count towards total detention time. Detention time
ends when the juvenile is permanently removed from a detention setting prior to being released
or transferred.
Juveniles must be separated by sight and sound from adults while in custody.
A periodic visual check of juveniles confined shall be made by personal observation, not including
observation by a monitoring device. Periodic is defined to be a minimum of at least once every
15 minutes.
5.12.10.5
Fingerprinting & Photographing
All juveniles at least 10 years of age and under 18 years of age arrested and charged for the
following offenses shall be fingerprinted and photographed:
•
•
•
•

All felony offenses.
All misdemeanor offenses of the unlawful use of weapons under Article 24 of the Criminal
Code of 1961 or the Criminal Code of 2012.
All misdemeanor offenses of driving under the Influence offenses under 625 ILCS 11-501
et al.
All misdemeanor offenses under Article 11 of the Criminal Code of 1961 or the Criminal
Code of 2012. The fingerprints shall not be transmitted to the Department of State Police
of Federal Bureau of Investigation.

The juvenile’s fingerprints and descriptors shall be transmitted to the Department of State Police
unless otherwise noted. 705 ILCS 405/1-7(B)(2) & 20 ILCS 2630/5. A fingerprint inquiry may be
conducted on any juvenile where the identity of the juvenile is in question.
5.12.10.8
Detention Screening
Any juvenile charged with a felony offense shall be screened for detention in the Kane County
Juvenile Justice Center by a Wheaton Police Department Juvenile Officer.
A juvenile charged with the following misdemeanors shall be screened for detention in the Kane
County Juvenile Justice Center by a Wheaton Police Department Juvenile Officer:
•
•
•

Domestic battery – when the parent or legal guardian refuses to take custody of the
juvenile based on fear for their own safety.
All misdemeanor sex offenses as described in Chapter 720 Act 5 ARTICLE 11 of the Illinois
Compiled Statutes.
All misdemeanor offenses of the unlawful use of weapons under Article 24 of the Criminal
Code of 1961 or the Criminal Code of 2012.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

JUVENILE INTERACTIONS 5.12
A juvenile arrested pursuant to a valid juvenile arrest warrant or a juvenile probation violation
shall be screened for detention in the Kane County Juvenile Justice Center by a Wheaton Police
Department Juvenile Officer.
A juvenile charged with any other misdemeanor criminal or status offense may be screened for
detention in the Kane County Juvenile Justice Center at the discretion of a Wheaton Police
Department Juvenile Officer.
The screening Wheaton Police Department Juvenile Officer shall contact the Detention Screening
and Transport Unit at 630-407-2500 and provide the requested information on the DuPage
County Detention Screening Form.
The screening form is available at
www.dupagejuvenileofficers.org under the “Detaining a Juvenile” link.
1. A juvenile under 13 years of age shall not be considered for detention until the Wheaton
Youth Outreach is contacted at 630-682-1910 and cannot otherwise accept the juvenile.
2. A juvenile who has a BrAC greater than 0.06 will not be admitted into Kane County
Juvenile Justice Center, even with medical clearance.
3. A juvenile who is under the influence of any other drug or is otherwise injured must be
medically cleared prior to admission into the Kane County Juvenile Justice Center.
A juvenile may be transported to the Kane County Juvenile Justice Center only with approval of
the Detention Screening and Transport Unit. The Wheaton Police Department Juvenile Officer
shall forward a copy of the Juvenile Data Sheet along with a completed copy of the arrest report
to Juvenile Probation. The Wheaton Police Department Juvenile Officer screening the juvenile
or another Juvenile Officer familiar with the case must attend the detention hearing. See
APPENDIX E – JUVENILE DETENTION FLOW CHART for the time and location of the juvenile’s
detention hearing.
5.12.10.7
Release & Transfer of Custody
A juvenile charged with a felony who will not be detained in the Kane County Juvenile Justice
Center may be released to parents or legal guardian.
A juvenile charged with a DUI may be released to parents on a notice to appear (NTA).
A juvenile charged with domestic battery may be released to parents. An effort will be made to
temporarily place the juvenile with a family member or other guardian to minimize contact with
the juvenile’s victim(s). The placement will be with the consent of the juvenile’s parents.
A juvenile not being detained in the Kane County Juvenile Justice Center for a misdemeanor
traffic offense other than DUI shall be released to parents/legal guardian on a notice to appear
(NTA).
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A juvenile at least 10 years of age and under 16 years of age who is issued a State of Illinois IVC
or a City of Wheaton Ordinance citation for the adopted Illinois Vehicle Code violation for a
business or petty traffic offense shall be released to parents on a notice to appear (NTA).
A juvenile 16 or 17 years of age with a valid driver’s license who is issued a State of Illinois IVC or
a City of Wheaton Ordinance citation for the adopted Illinois Vehicle Code violations for a
business or petty traffic offense shall be released at the scene on a notice to appear (NTA).
A juvenile 16 or 17 years of age without a valid driver’s license at the time of the offense and
who is issued a State of Illinois IVC or a City of Wheaton Ordinance citation for the adopted Illinois
Vehicle Code violations for any offense shall be released to a parent on a notice to appear (NTA).
This includes juveniles issued citations for operating a motor vehicle outside of their graduated
driver’s license nighttime driving restrictions.
A juvenile who has only violated a City of Wheaton Ordinance which requires a court appearance
may be issued a citation and be released to a parent/legal guardian without the taking of bond.
A juvenile who has only violated a City of Wheaton Ordinance which does not require a court
appearance may be issued a citation and shall be released without the taking of bond, however
a parent or guardian must be notified.
5.12.10.8
Expungement
At the time the juvenile is released, the juvenile officer, or non-juvenile officer, if applicable, shall
notify verbally and in writing to the juvenile or the juvenile's parents or guardians that the
juvenile has a right to petition to have his or her arrest record expunged when all juvenile court
proceedings relating to that juvenile have been terminated and that unless a petition to expunge
is filed, the juvenile shall have an arrest record and shall provide the juvenile and the juvenile's
parents or guardians with an expungement information packet, including a petition to expunge
juvenile records obtained from the clerk of the circuit court from the links below. 705 ILCS 405/5915(2.5)
ILLINOIS SUPREME COURT STANDARDIZED FORMS LINK
http://www.illinoiscourts.gov/Forms/approved/expungement/expungement.asp
HOW TO EXPUNGE AND/OR SEAL A CRIMINAL RECORD FORM LINK
http://www.illinoiscourts.gov/Forms/approved/expungement/EX-I_202.3_Approved.pdf
REQUEST TO EXPUNGE AND IMPOUND CRIMINAL RECORDS FORM LINK
http://www.illinoiscourts.gov/Forms/approved/expungement/EX-R_203.4_Approved.pdf
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5.12.11

STATUS BASED INTERACTIONS

Status based offenses apply to juveniles at least 10 years of age and under 18 years of age. No
juvenile under the age of 10 years shall be charged with a status-based offense without the
approval of the DuPage County State’s Attorney’s Office.
Upon the arrest of a juvenile for a status offense, the arresting officer shall follow the notification
procedure outlined in PARENTAL NOTIFICATION section below.
5.12.11.1
Liquor Violations
A juvenile not operating a motor vehicle who is possession or has consumed alcoholic liquor may
be detained or arrested and issued a City of Wheaton Ordinance citation or charged with the
State of Illinois misdemeanor offense at the discretion of the reporting officer.
5.12.11.2
Zero Tolerance
Juveniles arrested for Zero Tolerance shall be read and served the Zero Tolerance Warning to
Motorist. The juvenile shall sign, date, and time the warning to motorist. A refusal shall be noted
by the arresting officer including date and time.
If the arresting officer can determine the juvenile has been consuming alcoholic liquor within the
incorporated limits of the City of Wheaton, the arresting officer shall issue the juvenile a City of
Wheaton Ordinance citation for the adopted Illinois Vehicle Code violation(s) and a City of
Wheaton Ordinance citation for unlawful consumption under section 6-6(a).
If the arresting officer cannot determine the location of where the juvenile had been consuming
the alcoholic liquor or if it was outside of the incorporated limits of the City of Wheaton, then the
arresting officer shall issue the juvenile a State of Illinois IVC citation and complete a long form
complaint for consumption of alcoholic liquor by a minor 235 ILCS 5/6-20(e).
5.12.11.3
Tobacco Violations
A juvenile who is detained for possession of tobacco or products containing tobacco may be
issued a City of Wheaton Ordinance citation or charged with the State of Illinois petty offense at
the discretion of the reporting officer. 720 ILCS 675/1(a-7) for tobacco products or 720 ILCS
675/1.5(d) for other products containing nicotine.
5.12.11.4
Curfew Violations
A juvenile under the age of 17 violating the City of Wheaton Curfew ordinance or the State of
Illinois Curfew may be issued a City of Wheaton Ordinance citation or charged with the State of
Illinois petty offense at the discretion of the reporting officer. The reporting officer shall make a
parental notification and the juvenile shall be released to a parent or legal guardian.
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5.12.11.5
Truancy
A juvenile who is determined to be truant shall be detained and the juvenile’s parents and school
notified. See the M.R.A.I. section for additional information.
5.12.11.6
Runaways
See the Investigating Missing Persons & Runaway Complaints Department Order for information
on reporting and handling runaway investigations. An officer who locates and detains a juvenile
runaway shall determine if the runaway is an abused, neglected, or dependent minor, or a Minor
Requiring Authoritative Intervention (M.R.A.I.), and refer to the associated section in this order.
5.12.12

STATUS ARRESTS, PROCESSING, & DETENTION

5.12.12.1
Arrests & Handcuffing
All Wheaton Police Department Officers shall use reasonable and necessary force as prescribed
in Policy A – Use of Force when arresting a juvenile. A juvenile arrested for a status offense may
be handcuffed on scene, during transport, and at the police department. They may not be placed
in a “detention setting.”
5.12.12.2
Parental Notification
The reporting or arresting officer shall immediately make a reasonable attempt to notify the
juvenile’s parent or legal guardian or the person with whom the juvenile resides that the juvenile
has been arrested and his/her holding location. 705 ILCS 405/3-8
This notification does not need to be made at the scene. It can be done once the juvenile is
transported to the station and after intake procedures are performed. Reasonable attempts
include notification via telephone or an in-person notification. If contact cannot be made via
telephone a message shall be left and an in-person notification shall be attempted at the
parents’ or guardians’ residence. If contact cannot be made in-person, a message shall be left.
All notification messages shall include the statutory required information and include a contact
telephone number. All notifications and attempts at notification shall be documented in a
report.
5.12.12.3
Intake & Searches
All juveniles arrested for status offenses who cannot be released to parents on scene shall be
brought into the Wheaton Police Department and shall be processed per the PRISONER
PROCESSING DEPARTMENT ORDER.
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5.12.12.4
Supervision, Detention, & Custody Times
A juvenile arrested for only a status offense shall not be confined in a jail, municipal lock-up,
detention center, or secure correctional facility. This includes a locked room or being handcuffed
to a fixed object.
The juvenile shall remain under continuous supervision by the arresting or reporting officer and
may not be held for more than 6 hours from initial contact.
5.12.12.5
Fingerprinting & Photographing
No juvenile arrested for a status offense shall be fingerprinted or photographed for the offense.
5.12.12.6
Detention Screening
A juvenile charged with only a status offense may be screened for detention in the Kane County
Juvenile Justice Center at the discretion of a Wheaton Police Department Juvenile Officer.
The screening Wheaton Police Department Juvenile Officer shall contact the Detention Screening
and Transport Unit at 630-407-2500 and provide the requested information on the DuPage
County Detention Screening Form.
The screening form is available at
www.dupagejuvenileofficers.org under the “Detaining a Juvenile” link.
1. A juvenile under 13 years of age shall not be considered for detention until the Wheaton
youth Outreach is contacted at 630-682-1910 and cannot otherwise accept the juvenile.
2. A juvenile who has a BrAC greater than 0.06 will not be admitted in the Kane County
Juvenile Justice Center, even with medical clearance.
3. A juvenile who is under the influence of any other drug or is otherwise injured must be
medically cleared prior to admission into the Kane County Juvenile Justice Center.
A juvenile may be transported to the Kane County Juvenile Justice Center only with approval of
the Detention Screening and Transport Unit. The Wheaton Police Department Juvenile Officer
shall forward a copy of the Juvenile Data Sheet along with a completed copy of the arrest report
to Juvenile Probation. The Wheaton Police Department Juvenile Officer screening the juvenile
or another Juvenile Officer familiar with the case must attend the detention hearing. See
APPENDIX E – JUVENILE DETENTION FLOW CHART for the time and location of the juvenile’s
detention hearing.
5.12.12.7
Release & Transfer of Custody
A juvenile charged with only a misdemeanor status offense who will not detained in the Kane
County Juvenile Justice Center may be released to parents.
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A juvenile issued a State of Illinois IVC or a City of Wheaton Ordinance citation in conjunction
with a status offense shall be released to parents on a notice to appear (NTA).
A juvenile who has only violated a City of Wheaton Ordinance which requires a court appearance
may be issued a citation and be released to a parent/legal guardian without the taking of bond.
A truant or runaway juvenile may be released to parents/legal guardian/school representative.
5.12.12.8
Expungement
At the time the minor is released, the juvenile officer, or non-juvenile officer, if applicable, shall
notify verbally and in writing to the minor or the minor's parents or guardians that the minor has
a right to petition to have his or her arrest record expunged when all juvenile court proceedings
relating to that minor have been terminated and that unless a petition to expunge is filed, the
minor shall have an arrest record and shall provide the minor and the minor's parents or
guardians with an expungement information packet, including a petition to expunge juvenile
records obtained from the clerk of the circuit court from the links below. 705 ILCS 405/5-915(2.5)
ILLINOIS SUPREME COURT STANDARDIZED FORMS LINK
http://www.illinoiscourts.gov/Forms/approved/expungement/expungement.asp
HOW TO EXPUNGE AND/OR SEAL A CRIMINAL RECORD FORM LINK
http://www.illinoiscourts.gov/Forms/approved/expungement/EX-I_202.3_Approved.pdf
REQUEST TO EXPUNGE AND IMPOUND CRIMINAL RECORDS FORM LINK
http://www.illinoiscourts.gov/Forms/approved/expungement/EX-R_203.4_Approved.pdf
5.12.13

NON-CRIMINAL INTERACTIONS

Non-criminal interactions apply to all minors under 18 years of age.
Upon taking a juvenile into “temporary protective custody,” or “limited custody,” the reporting
officer shall follow the notification procedure outlined in the PARENTAL NOTIFICATION Section
below.
5.12.13.1
Abused Minors (705 ILCS 405/2-3)
Any minor under 18 years of age whose parent or immediate family member, or any person
responsible for the minor's welfare, or any person who is in the same family or household as the
minor, or any individual residing in the same home as the minor, or a paramour of the minor's
parent:
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a. inflicts, causes to be inflicted, or allows to be inflicted upon such minor physical
injury, by other than accidental means, which causes death, disfigurement,
impairment of physical or emotional health, or loss or impairment of any bodily
function;
b. creates a substantial risk of physical injury to such minor by other than accidental
means which would be likely to cause death, disfigurement, impairment of
emotional health, or loss or impairment of any bodily function;
c. commits or allows to be committed any sex offense against such minor, as such
sex offenses are defined in the Criminal Code of 1961 or the Criminal Code of 2012,
or in the Wrongs to Children Act, and extending those definitions of sex offenses
to include minors under 18 years of age;
d. commits or allows to be committed an act or acts of torture upon such minor;
e. inflicts excessive corporal punishment;
f. commits or allows to be committed the offense of involuntary servitude,
involuntary sexual servitude of a minor, or trafficking in persons as defined in
Section 10-9 of the Criminal Code of 1961 or the Criminal Code of 2012, upon such
minor; or
g. allows, encourages, or requires a minor to commit any act of prostitution, as
defined in the Criminal Code of 1961 or the Criminal Code of 2012, and extending
those definitions to include minors under 18 years of age.
A minor shall not be considered abused for the sole reason that the minor has been relinquished
in accordance with the Abandoned Newborn Infant Protection Act. 325 ILCS 2/ et. al.
Any Wheaton Police Officer who has reasonable cause to believe a minor has been or is being
abused by the definition above shall take that minor into, “temporary protective custody.”
Minors taken into “temporary protective custody” can be held for no more than 6 hours from
initial contact.
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a. The officer shall notify the on-duty supervisor and request a juvenile officer.
b. The officer shall request medical intervention for the minor if the minor appears
to be injured or suffering from any illness or if the minor requests medical
treatment.
c. The officer shall immediately notify the Department of Children and Family
Services (DCFS). 800-25-ABUSE or 800-252-2873.
It is the responsibility of the supervisor and the reporting officer to determine if the abuse of the
minor was the result of a criminal act and if the crime falls under “Policy E - Critical Investigations”
or under the purview of the DuPage County Children’s Center. The officer shall not interview the
minor if the crime qualifies under the guidelines of the Children’s Center or if the crime qualifies
as a “critical investigation.”
A report shall be generated by the reporting officer outlining the circumstances of the abused
minor to include the elements by which the minor was abused and all relevant information
surrounding the incident, parental notification, and release of the minor to DCFS. The report
shall also contain all contact information for all involved parties including the suspect(s),
juvenile’s parent(s), and/or legal guardian(s). If the crime does not fall under the aforementioned
guidelines the reporting officer should investigate and determine if any charges within 720 ILCS
ARTICLE 12C – Harms to Children are applicable.
5.12.13.2
Neglected Minors (705 ILCS 405/2-3)
Any minor under 18 years of age who is not receiving the proper or necessary support, education
as required by law, or medical or other remedial care recognized under State law as necessary
for a minor's well-being, or other care necessary for his or her well-being, including adequate
food, clothing and shelter, or who is abandoned by his or her parent or parents or other person
or persons responsible for the minor's welfare, except that a minor shall not be considered
neglected for the sole reason that the minor's parent or parents or other person or persons
responsible for the minor's welfare have left the minor in the care of an adult relative for any
period of time, who the parent or parents or other person responsible for the minor's welfare
know is both a mentally capable adult relative and physically capable adult relative, as defined
by this Act; or
a. any minor under 18 years of age whose environment is injurious to his or her welfare; or
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b. any newborn infant whose blood, urine, or meconium contains any amount of a
controlled substance as defined in subsection (f) of Section 102 of the Illinois Controlled
Substances Act, as now or hereafter amended, or a metabolite of a controlled substance,
with the exception of controlled substances or metabolites of such substances, the
presence of which in the newborn infant is the result of medical treatment administered
to the mother or the newborn infant; or
c. any minor under the age of 14 years whose parent or other person responsible for the
minor's welfare leaves the minor without supervision for an unreasonable period of time
without regard for the mental or physical health, safety, or welfare of that minor; or
d. any minor who has been provided with interim crisis intervention services under Section
3-5 of this Act and whose parent, guardian, or custodian refuses to permit the minor to
return home unless the minor is an immediate physical danger to himself, herself, or
others living in the home. Whether the minor was left without regard for the mental or
physical health, safety, or welfare of that minor or the period of time was unreasonable
shall be determined by considering the following factors, including but not limited to:
1. the age of the minor;
2. the number of minors left at the location;
3. special needs of the minor, including whether the minor is a person with a physical
or mental disability, or otherwise in need of ongoing prescribed medical treatment
such as periodic doses of insulin or other medications;
4. the duration of time in which the minor was left without supervision;
5. the condition and location of the place where the minor was left without
supervision;
6. the time of day or night when the minor was left without supervision;
7. the weather conditions, including whether the minor was left in a location with
adequate protection from the natural elements such as adequate heat or light;
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8. the location of the parent or guardian at the time the minor was left without
supervision, the physical distance the minor was from the parent or guardian at
the time the minor was without supervision;
9. whether the minor's movement was restricted, or the minor was otherwise locked
within a room or other structure;
10. whether the minor was given a phone number of a person or location to call in the
event of an emergency and whether the minor was capable of making an
emergency call;
11. whether there was food and other provision left for the minor;
12. whether any of the conduct is attributable to economic hardship or illness and the
parent, guardian or other person having physical custody or control of the child
made a good faith effort to provide for the health and safety of the minor;
13. the age and physical and mental capabilities of the person or persons who
provided supervision for the minor;
14. whether the minor was left under the supervision of another person;
15. any other factor that would endanger the health and safety of that particular
minor.
A minor shall not be considered neglected for the sole reason that the minor has been
relinquished in accordance with the Abandoned Newborn Infant Protection Act. 325 ILCS 2/ et.
al.
Any Wheaton Police Officer who has reasonable cause to believe a minor under 18 years of age
has been or is being neglected by the definition above shall take that minor into, “temporary
protective custody.” Minors taken into “temporary protective custody” can be held for no more
than 6 hours from initial contact.
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a. The officer shall notify the on-duty supervisor and request a juvenile officer.
b. The officer shall request medical intervention for the minor if the minor appears
to be injured or suffering from any illness or if the minor requests medical
treatment.
c. The officer shall immediately notify the Department of Children and Family
Services (DCFS). 800-25-ABUSE or 800-252-2873.
It is the responsibility of the supervisor and the reporting officer to determine if the neglect to
the minor was the result of a criminal act and if the crime falls under “Policy E - Critical
Investigations” or under the purview of the DuPage County Children’s Center. The officer shall
not interview the minor if the crime qualifies under the guidelines of the Children’s Center or if
the crime qualifies as a “critical investigation.” If the crime does not fall under the
aforementioned guidelines the reporting officer should investigate and determine if any charges
within 720 ILCS ARTICLE 12C – Harms to Children are applicable.
A report shall be generated by the reporting officer outlining the circumstances of the neglected
minor to include the elements by which the minor was neglected and all relevant information
surrounding the incident, parental notification, and release of the minor to DCFS. The report
shall also contain all contact information for all involved parties including the suspect(s),
juvenile’s parent(s), and/or legal guardian(s).
5.12.13.3
Lockouts
A lockout is a situation in which a parent, guardian, or custodian, of a minor between the ages of
11 and 17 has denied the minor access to the home and has refused or failed to make another
living arrangement for the minor and the minor wishes to return home and the minor is not an
immediate physical danger to the parent, guardian, custodian, or themselves.
The reporting officer shall attempt to return the minor home if it is safe to do so. If it is not
possible to return the minor to the home due to their behavior, the minor shall be taken into
“limited custody,” and transported to the Wheaton Police Department where the Wheaton
Youth Outreach will be contacted at 630-682-1910. The minor may become a M.R.A.I. if the
minor refuses to return home after the minor and his or her parent, guardian or custodian cannot
agree to an arrangement for an alternative voluntary residential placement or to the
continuation of such placement. See the MINOR REQUIRING AUTHORITATIVE INTERVENTION
(M.R.A.I.) Section.
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If the parent, guardian, or custodian of the minor refuses to cooperate with the officer and the
minor’s health or safety is in imminent danger the reporting officer shall take the minor into
“temporary protective custody” and follow the full procedures for a neglected minor. See the
NEGLECTED MINORS Section.
5.12.14

DEPENDENT MINORS (705 ILCS 405/2-4)

Those who are dependent include any minor under 18 years of age:
a. who is without a parent, guardian, or legal custodian;
b. who is without proper care because of the physical or mental disability of his
parent, guardian, or custodian;
c. who is without proper medical or other remedial care recognized under State law
or other care necessary for his or her wellbeing through no fault, neglect or lack
of concern by his parents, guardian or custodian, provided that no order may be
made terminating parental rights, nor may a minor be removed from the custody
of his or her parents for longer than 6 months, pursuant to an adjudication as a
dependent minor under this subdivision (c), unless it is found to be in his or her
best interest by the court or the case automatically closes as provided under
Section 2-31 of this Act; or
d. who has a parent, guardian or legal custodian who with good cause wishes to be
relieved of all residual parental rights and responsibilities, guardianship or
custody, and who desires the appointment of a guardian of the person with power
to consent to the adoption of the minor under Section 2-29.
This Section does not apply to a minor who would be included herein solely for the purpose of
qualifying for financial assistance for himself, his parent or parents, guardian or custodian or to a
minor solely because his or her parent or parents or guardian has left the minor for any period
of time in the care of an adult relative, who the parent or parents or guardian know is both a
mentally capable adult relative and physically capable adult relative, as defined by this Act.
Any Wheaton Police Officer who has reasonable cause to believe a minor under 18 years of age
is a Dependent Minor by the definition above shall take that minor into, “temporary protective
custody.” Juveniles taken into “temporary protective custody” can be held for no more than 6
hours from initial contact.
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a. The officer shall notify the on-duty supervisor and request a juvenile officer if one
is available.
b. The officer shall request medical intervention for the minor if the minor appears
to be injured or suffering from any illness or if the minor requests medical
treatment.
c. The officer shall immediately notify the Department of Children and Family
Services (DCFS). 800-25-ABUSE or 800-252-2873.
It is the responsibility of the supervisor and the reporting officer to determine if the juvenile is a
Dependent Minor and to determine the circumstances in relationship to the lack of supervision
and lack of care. A Dependent Minor may also be a neglected, abused minor, or a M.R.A.I.
Furthermore, the supervisor and the reporting officer shall determine if the dependent minor’s
parent or legal guardian (if any), is able to care for the juvenile.
A report shall be generated by the reporting officer outlining the circumstances of the dependent
minor to include the elements by which the juvenile is considered dependent and all relevant
information surrounding the incident, parental notification, and release of the juvenile to DCFS.
The report shall also contain all contact information for all involved parties including, juvenile’s
parent(s), and/or legal guardian(s).
5.12.15

MINOR REQUIRING AUTHORITATIVE INTERVENTION (M.R.A.I.)
(705 ILCS 405/3-3)

Any minor under 18 years of age is:
a) absent from home without consent of parent, guardian or custodian, OR
b) beyond the control of his or her parent, guardian, or custodian, in circumstances
which constitute a substantial or immediate danger to the minor's physical safety;
AND
after being taken into limited custody for the period provided for in this Section and offered
interim crisis intervention services, where available, refuses to return home after the minor and
his or her parent, guardian or custodian cannot agree to an arrangement for an alternative
voluntary residential placement or to the continuation of such placement.
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Any minor taken into limited custody for the reasons specified in this Section may not be
adjudicated a minor requiring authoritative intervention until the following number of days have
elapsed from his or her having been taken into limited custody: 21 days for the first instance of
being taken into limited custody and 5 days for the second, third, or fourth instances of being
taken into limited custody. For the fifth or any subsequent instance of being taken into limited
custody for the reasons specified in this Section, the minor may be adjudicated as requiring
authoritative intervention without any specified period of time expiring after his or her being
taken into limited custody, without the minor's being offered interim crisis intervention services,
and without the minor's being afforded an opportunity to agree to an arrangement for an
alternative voluntary residential placement. Notwithstanding any other provision of this Section,
for the first instance in which a minor is taken into limited custody where one year has elapsed
from the last instance of his having been taken into limited custody, the minor may not be
adjudicated a minor requiring authoritative intervention until 21 days have passed since being
taken into limited custody.
M.R.A.I. also includes:
Truant minors in need of supervision as defined in 705 ILCS 405/3-33.5, or who are minors
involved in electronic dissemination of indecent visual depictions in need of supervision as
defined in 705 ILCS 405/3-40.
Any Wheaton Police Officer who reasonably determines a minor under 18 years of age is a
M.R.A.I. by the definition above may take that minor into, “limited custody,” as described above.
Minors taken into “limited custody” can be held for no more than 6 hours from initial contact.
a. The officer shall immediately inform the minor for the reasons of the limited
custody.
b. The officer shall notify the on-duty supervisor and request a juvenile officer.
c. The officer shall request medical intervention for the minor if the minor appears
to be injured or suffering from any illness or if the minor requests medical
treatment.
If the M.R.A.I. consents, the officer should make a reasonable effort to transport or arrange the
transport or otherwise release the minor to the parent or guardian. Upon the release of the
minor to the parent or guardian, an officer who believes the minor would benefit from medical,
psychological, psychiatric, or social services may refer the minor and the parent or guardian to
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the DuPage County Health Department at 630-682-7400, the DuPage County Crisis Intervention
Unit at 630-627-1700 or the Wheaton Youth Outreach at 630-682-1910.
If the M.R.A.I. refuses to be transported or otherwise released to parent or guardian who has
been notified the officer shall contact the Wheaton Youth Outreach at 630-682-1910.
If the M.R.A.I.’s parent or guardian cannot be notified or lives an unreasonable distance away the
reporting officer shall contact the Department of Children and Family Services (DCFS). 800-25ABUSE or 800-252-2873.
It is the responsibility of the supervisor and the reporting officer to determine if the minor is a
M.R.A.I. and to determine the intervention required.
A report shall be generated by the reporting officer outlining the circumstances of the M.R.A.I.
to include the elements by which the minor is considered a M.R.A.I. and all relevant information
surrounding the incident, parental notification, and release of the minor to parents, another legal
guardian, or DCFS. The report shall also contain all contact information for all involved parties
including, minor’s parent(s), and/or legal guardian(s).
5.12.16

CIVIL LAW VIOLATIONS

A juvenile committing only a civil law violation may be detained, but not arrested. The juvenile
may be issued a civil law violation by the officer. The violation shall consist of an Illinois Citation
and Complaint (IVC), specifically citing the section of civil law violated.
A report shall be generated by the reporting officer outlining the circumstances of the civil law
violation to include the elements by which the juvenile violated the section of civil law. The civil
law violation and report shall be separate from any other criminal offense(s) stemming from the
same incident. It shall also include observations, details of property seized, and details of any
property submitted into evidence. The report shall also contain all contact information for all
involved parties including, juvenile’s parent(s), and/or legal guardian(s).
5.12.17

NON-CRIMINAL CUSTODY, SUPERVISION, AND RELEASE

5.12.17.1
Handcuffing
A juvenile who is a threat to themselves or others may be handcuffed regardless of age. A Minor
Requiring Authoritative Intervention (M.R.A.I.) may be handcuffed if the juvenile poses a threat
to themselves or others or is a flight risk. A neglected, abused, or dependent minor shall not be
handcuffed. A juvenile who has committed only a civil law violation may not be arrested and/or
handcuffed.
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5.12.17.2
Parental Notification
The reporting or arresting officer shall immediately make a reasonable attempt to notify the
juvenile’s parent or legal guardian or the person with whom the juvenile resides that the juvenile
has been taken into custody and his/her holding location for all abused, neglected, dependent
minors, and Minors Requiring Authoritative Intervention (M.R.A.I.). 705 ILCS 405/2-6.
This notification does not need to be made at the scene. It can be done once the juvenile is
transported to the station and after intake procedures are performed. Reasonable attempts
include notification via telephone or an in-person notification. If contact cannot be made via
telephone a message shall be left and an in-person notification shall be attempted at the
parents’ or guardians’ residence. If contact cannot be made in-person, a message shall be left.
All notification messages shall include the statutory required information and include a contact
telephone number. All notifications and attempts at notification shall be documented in a
report.
5.12.17.3
Custody & Supervision
A juvenile taken into “temporary protective custody or limited custody,” shall not be confined in
a jail, municipal lock-up, detention center, or secure correctional facility. This includes a locked
room or being handcuffed to a fixed object.
The juvenile shall remain under continuous supervision by the reporting officer and may not be
held for more than 6 hours from initial contact.
5.12.17.4
Fingerprinting & Photographing
A juvenile shall not be fingerprinted or photographed for non-criminal interactions, unless for
identification purposes.
5.12.17.5
Release & Transfer of Custody
An abused minor shall be released to the custody of DCFS, or persons designated by DCFS.
A neglected minor shall be released to the custody of DCFS, or persons designated by DCFS.
A dependent minor shall be released to the custody of DCFS, or persons designated by DCFS.
A Minor Requiring Authoritative Intervention (M.R.A.I.) shall be released to a parent, guardian,
or DCFS or persons designated by DCFS.
A juvenile charged with only a civil law violation shall be released to parents.
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5.12.18

JUVENILE STATEMENTS (NON-CUSTODIAL & CUSTODIAL)

Any questioning by any officer in violation of the statute will make all subsequent statements by
the juvenile inadmissible; even if the subsequent statement was made per the statute.
5.12.18.1
Non-Custodial Statements
A non-custodial juvenile statement can only occur when the juvenile is not under arrest. An
arrest is based on the courts’ application of the MENDENHALL Test with the additional factor of
the juvenile’s age. All Wheaton Police Department Officers shall consider the following factors
prior to taking a non-custodial statement from a juvenile suspect. If the officer believes the
juvenile is under arrest, they shall follow the procedures outlined under the CUSTODIAL
STATEMENTS section.
MENDENHALL TEST
Aggravating Factors
More than two officers with a juvenile
Officer displays a weapon (un-holstered)
Physically touches the juvenile, e.g., escort
Language or tone indicating compliance is required
Age of juvenile
Juvenile’s criminal justice experience*
Reasonably suspects juvenile of crime*
Private location*
Mitigating Factors
Public location*
The juvenile was told they were free to leave*
* = Lower courts have also added these other factors to be considered.
5.12.18.2
Custodial Statements
A juvenile can give a statement while arrested only when they are Mirandized per the statute,
they are asked the statutorily required questions, and they waive their rights. See the JUVENILE
MIRANDA section.
5.12.18.3
Electronic Recordings
If the “custodial interrogation” (statement) occurs in a “place of detention” it must be
“electronically recorded” for all 720 ILCS Article 11 misdemeanors and ALL felonies. See
APPENDIX A – CRIMINAL OFFENSES REQUIRING SPECIAL ACTION.
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5.12.18.4
Mandatory Representation by Council
A juvenile under 15 years of age must be represented by counsel throughout any “custodial
interrogation” for certain criminal offenses. See APPENDIX A – CRIMINAL OFFENSES REQUIRING
SPECIAL ACTION. for the list of offenses.

5.12.18.5
Juvenile Miranda (725 ILCS 5/103-2.1 & 705 ILCS 405/5-401.5)
(Must be read CONTINUOUSLY in its ENTIRETY and WITHOUT stopping. If an interruption
occurs while reading Miranda, you must start over)
"You have the right to remain silent. That means you do not have to say anything. Anything
you do say can be used against you in court. You have the right to get help from a lawyer. If you
cannot pay for a lawyer, the court will get you one for free. You can ask for a lawyer at any time.
You have the right to stop this interview at any time."
(Ask the minor the following questions and wait for the minor's response to each question)
"Do you want to have a lawyer?"
"Do you want to talk to me?"
(ONLY UPON A NEGATIVE RESPONSE TO THE 1ST QUESTION AND AN AFFIRMATIVE RESPONSE
TO THE 2ND QUESTION SHALL ANY QUESTIONING PROCEED)
USE A WHEATON POLICE DEPARTMENT JUVENILE MIRANDA AND WAIVER FORM FOR ALL
CUSTODIAL INTERROGATIONS NOT IN A PLACE OF DETENTION OR ELECTRONICALLY
RECORDED
5.12.19
JUVENILE DISPOSITIONS 705 ILCS 405/5-301
A Wheaton Police Department Juvenile Officer has the authority to render a disposition for any
juvenile arrested for any offense or a violation of a condition of a previous station adjustment.
The Wheaton Police Department Juvenile Officer shall consider the following factors prior to
rendering a disposition for a juvenile’s case.
a. The seriousness of the alleged offense.
b. The prior history of delinquency of the minor.
c. The age of the minor.
d. The culpability of the minor in committing the alleged offense.
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e. Whether the offense was committed in an aggressive or premeditated manner.
f. Whether the minor used or possessed a deadly weapon when committing the
alleged offenses.
g. Any other aggravating or mitigating circumstances or factors.
The Juvenile Officer may render the following dispositions for a juvenile’s case.
1. Civil Law Violation Citation – Possession of Cannabis <10g / Drug Paraphernalia
2. State of Illinois Vehicle Code Citation
3. City of Wheaton Ordinance Citation for adopted Criminal or Traffic Offenses
4. Official Reprimand (only with supervisory approval)
5. Informal Station Adjustment
6. Formal Station Adjustment
7. Other Diversionary Programs
a. Wheaton Youth Outreach
b. Juvenile Justice Online
c. Compass
d. Any other approved program
8. Juvenile Probation - Preliminary Conference
9. Direct File to Juvenile Court
10. Not pursue any criminal charges (only with supervisory approval)
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11. Refer the disposition to another agency
Upon the assignment by the Support Sergeant the Juvenile Officer shall schedule a meeting with
the juvenile and the juvenile’s parents or legal guardian to discuss the disposition of the juvenile’s
case without undue delay.
a. All civil law violation citations for Possession of Cannabis <10g / Drug
Paraphernalia, State of Illinois Vehicle Code Citations, City of Wheaton Ordinance
Citation for adopted Criminal or Traffic Citations, and all other ordinance citations
shall be sent to traffic court.
b. All official reprimands shall be documented in the final disposition report of the
case juvenile officer.
c. The terms of all informal and formal station adjustments shall be documented on
the Wheaton Police Department Station Adjustment form, see APPENDIX I –
WHEATON POLICE DEPARTMENT STATION ADJUSTMENT and Juvenile Disposition
Form, see APPENDIX H – WHEATON POLICE DEPARTMENT JUVENILE DISPOSITION
FORM. All informal and formal station adjustments shall conform to the statutory
guidelines set forth in 705 ILCS 405/5-301. See APPENDIX F – STATION
ADJUSTMENTS – STATUTORY GUIDELINES.
d. A juvenile officer referring a juvenile to a diversionary program shall document it
on the Juvenile Disposition Form and attach any documentation associated with
the successful/unsuccessful completion of the diversionary program.
e. The juvenile officer shall contact Juvenile Probation and complete a juvenile data
sheet for any juvenile sent to Juvenile Probation for Preliminary Conference or
Direct Filed to Juvenile Court. See APPENDIX G – JUVENILE DATA SHEET.
f. Any criminal charges not pursued against a juvenile will be documented in the final
disposition report of the case juvenile officer.
g. Any juvenile who is not under the purview of DuPage County Juvenile Court may
be referred to the law enforcement agency where the juvenile resides.
h. A delinquent juvenile currently on juvenile probation may be referred to Juvenile
Probation of the county where the juvenile resides.
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Juvenile officers shall be responsible for completing a follow up report documenting all meetings
with the juvenile and the juvenile’s parents, the initial disposition of the case, any changes in the
juvenile’s disposition, and the final disposition of the case. All disposition forms including station
adjustments and referrals shall be completed and the originals attached to the case report.
5.12.20

APPENDICES

APPENDIX A – CRIMINAL OFFENSES REQUIRING SPECIAL ACTION
705 ILCS 405/5-170 & 725 ILCS 5/103-2.1
720 ILCS 5/9-1 – First Degree Murder*#
720 ILCS 5/9-1.2 – Intentional Homicide of an Unborn Child*#
720 ILCS 5/9-2 – Second Degree Murder*#
720 ILCS 5/9-2.1 – Voluntary Manslaughter of an Unborn Child*#
720 ILCS 5/9-3 – Involuntary Manslaughter and Reckless Homicide*#
720 ILCS 5/9-3.2 – Involuntary Manslaughter and Reckless Homicide of an Unborn Child*#
720 ILCS 5/9-3.3 – Drug-induced Homicide*#
720 ILCS 5/11-1.20 – Criminal Sexual Assault*#
720 ILCS 5/11-1.30 – Aggravated Criminal Sexual Assault*#
720 ILCS 5/11-1.40 – Predatory Criminal Sexual Assault of a Child*#
720 ILCS 5/11-1.50 Criminal Sexual Abuse*#
720 ILCS 511-1.60 – Aggravated Criminal Sexual Abuse*#
All 720 ILCS Article 11 “Sex Offenses" misdemeanors*
625 ILCS 5/11-501(d)(1)(F) – Aggravated DUI resulting in a death of another when DUI was the
proximate cause of the death* (This offense may also be linked to involuntary manslaughter and
reckless homicide which requires mandatory representation by counsel).
ALL OTHER FELONIES*
* = Requires “electronic recording” of a “custodial interrogation” in a “place of detention” See
Definitions.
# = must be represented by counsel throughout the entire custodial interrogation of the minor
under age 15. This cannot be waived.
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APPENDIX B – AUTOMATIC TRANSFERS
The following offenses are automatically transferred to adult court per 705 ILCS 5/5-130. The
juvenile must be 16 or 17 years old and charged with the following offenses:
•
•
•

720 ILCS 5/9-1 – First Degree Murder
720 ILCS 5/11-1.30 – Aggravated Criminal Sexual Assault
720 ILCS 5/12-3.05 – Aggravated Battery with a firearm [sub sections (e)(1) to (e)(4)]
where the juvenile personally discharged a firearm

APPENDIX C – JUVENILE COMPLAINT
________________________________________________________________________
COMPLAINT:
JUVENILE NAME is a minor who is delinquent by virtue of the fact that on or about DATE at
approximately TIME, said minor committed the offense of FELONY OR MISDEMEANOR OFFENSE
in violation of Chapter XXX Act XXX Section XXX of the Illinois Compiled Statutes, in that said
minor: COMPLAINT NARRATIVE.
________________________________________________________________________
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APPENDIX D – JUVENILE MIRANDA AND WAIVER

WHEATON POLICE DEPARTMENT
WHEATON, ILLINOIS
JUVENILE MIRANDA
Statement of: ________________________________________ Incident#: _____________________________
Parent or Juvenile Officer Present: ______________________________________________________________
Location of Interview: _________________________________________________________________________
Statement taken by: __________________________ Date: _____________ Time: _______________ AM / PM

TO BE READ CONTINUOUSLY AND IN ITS ENTIRETY, WITHOUT STOPPING:

You have the right to remain silent. That means you do not have to say anything. Anything you
do say can be used against you in court. You have the right to get help from a lawyer. If you
cannot pay for a lawyer, the court will get you one for free. You can ask for a lawyer at any
time. You have the right to stop this interview at any time.
ASK EACH QUESTION, WAIT FOR THE ANSWER, AND HAVE THE JUVENILE INITIAL EACH
BEFORE PROCEEDING TO THE NEXT
Q. Do you want to have a lawyer? _______________________________ Initials: ___________
Q. Do you want to talk to me? ___________________________________ Initials: ___________
Q. What is your full name? ___________________________________________________________________
(Last)

(First)

(Middle)

Q. Your date of birth? __________________ Your telephone number? ______________________________
Q. Your present address? _____________________________________________________________________
Q. What school, if any, do you attend? __________________________ Grade in school? ________________
Q. Your guardian's name? _______________________ Do you live with them? ________________________
Q. Your guardian's telephone number? _________________________________________________________
______________________________ ______________________________ ______________________________
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(Witness)

(Witness)
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APPENDIX E – JUVENILE DETENTION FLOW CHART
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APPENDIX F – STATION ADJUSTMENTS – STATUTORY GUIDELINES
INFORMAL STATION ADJUSTMENTS
An informal station adjustment is defined as a procedure when a juvenile police officer
determines that there is probable cause to believe that the minor has committed an offense.
a) A minor shall receive no more than 3 informal station adjustments statewide for a
misdemeanor offense within 3 years without prior approval from the State's Attorney's
Office.
b) A minor shall receive no more than 3 informal station adjustments statewide for a felony
offense within 3 years without prior approval from the State's Attorney's Office.
c) A minor shall receive a combined total of no more than 5 informal station adjustments
statewide during his or her minority.
d) The juvenile police officer may make reasonable conditions of an informal station
adjustment which may include but are not limited to:
1. Curfew.
2. Conditions restricting entry into designated geographical areas.
3. No contact with specified persons.
4. School attendance.
5. Performing up to 25 hours of community service work.
6. Community mediation.
7. Teen court or a peer court.
8. Restitution limited to 90 days.
e) If the minor refuses or fails to abide by the conditions of an informal station adjustment,
the juvenile police officer may impose a formal station adjustment or refer the matter to
the State's Attorney's Office.
f) An informal station adjustment does not constitute an adjudication of delinquency or a
criminal conviction. Beginning January 1, 2000, a record shall be maintained with the
Department of State Police for informal station adjustments for offenses that would be a
felony if committed by an adult and may be maintained if the offense would be a
misdemeanor.
FORMAL STATION ADJUSTMENTS
A formal station adjustment is defined as a procedure when a juvenile police officer determines
that there is probable cause to believe the minor has committed an offense and an admission by
the minor of involvement in the offense.
a) The minor and parent, guardian, or legal custodian must agree in writing to the formal
station adjustment and must be advised of the consequences of violation of any term of
the agreement.
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b) The minor and parent, guardian or legal custodian shall be provided a copy of the signed
agreement of the formal station adjustment. The agreement shall include:
1. The offense which formed the basis of the formal station adjustment.
2. An acknowledgment that the terms of the formal station adjustment and the
consequences for violation have been explained.
3. An acknowledgment that the formal station adjustments record may be
expunged under Section 5-915 of this Act.
4. An acknowledgement that the minor understands that his or her admission
of involvement in the offense may be admitted into evidence in future court
hearings.
5. A statement that all parties understand the terms and conditions of formal
station adjustment and agree to the formal station adjustment process.
c) Conditions of the formal station adjustment may include, but are not limited to:
1. The time shall not exceed 120 days.
2. The minor shall not violate any laws.
3. The juvenile police officer may require the minor to comply with additional
conditions for the formal station adjustment which may include but are not
limited to:
i. Attending school.
ii. Abiding by a set curfew.
iii. Payment of restitution.
iv. Refraining from possessing a firearm or other weapon.
v. Reporting to a police officer at designated times and places, including
reporting and verification that the minor is at home at designated
hours.
vi. Performing up to 25 hours of community service work.
vii. Refraining from entering designated geographical areas.
viii. Participating in community mediation.
ix. Participating in teen court or peer court.
x. Refraining from contact with specified persons.
d) A formal station adjustment does not constitute an adjudication of delinquency or a
criminal conviction. Beginning January 1, 2000, a record shall be maintained with the
Department of State Police for formal station adjustments.
e) A minor or the minor's parent, guardian, or legal custodian, or both the minor and the
minor's parent, guardian, or legal custodian, may refuse a formal station adjustment and
have the matter referred for court action or other appropriate action.
EFFECTIVE DATE: 05/01/2021
REVISED DATE:

JUVENILE INTERACTIONS 5.12
f) A minor or the minor's parent, guardian, or legal custodian, or both the minor and the
minor's parent, guardian, or legal custodian, may within 30 days of the commencement
of the formal station adjustment revoke their consent and have the matter referred for
court action or other appropriate action. This revocation must be in writing and personally
served upon the police officer or his or her supervisor.
g) The admission of the minor as to involvement in the offense shall be admissible at further
court hearings as long as the statement would be admissible under the rules of evidence.
h) If the minor violates any term or condition of the formal station adjustment the juvenile
police officer shall provide written notice of violation to the minor and the minor's parent,
guardian, or legal custodian. After consultation with the minor and the minor's parent,
guardian, or legal custodian, the juvenile police officer may take any of the following steps
upon violation:
1. Warn the minor of consequences of continued violations and continue the
formal station adjustment.
2. Extend the period of the formal station adjustment up to a total of 180 days.
3. Extend the hours of community service work up to a total of 40 hours.
4. Terminate the formal station adjustment unsatisfactorily and take no other
action.
5. Terminate the formal station adjustment unsatisfactorily and refer the matter
to the juvenile court.
i) A minor shall receive no more than 2 formal station adjustments statewide for a felony
offense without the State's Attorney's approval within a 3-year period.
j) A minor shall receive no more than 3 formal station adjustments statewide for a
misdemeanor offense without the State's Attorney's approval within a 3-year period.
k) The total for formal station adjustments statewide within the period of minority may not
exceed 4 without the State's Attorney's approval.
l) If the minor is arrested in a jurisdiction where the minor does not reside, the formal
station adjustment may be transferred to the jurisdiction where the minor does reside
upon written agreement of that jurisdiction to monitor the formal station adjustment.
The total number of station adjustments, both formal and informal, shall not exceed 9 without
the State's Attorney's approval for any minor arrested anywhere in the State.
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APPENDIX G – JUVENILE DATA SHEET
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APPENDIX H – WHEATON POLICE JUVENILE DISPOSITION FORM

Wheaton Police
Juvenile Disposition Form

Juvenile Name:
Report Number:
Date Assigned:
Disposition:
Station Adjustment
Formal
Informal
Probation
Direct File
Other:
Additional Details:
Youth Officer:
Date and Location of Parent Conference:
and/or
Date sent to Juvenile Court Services:
S.L.O. / Detective / Officer route copies to:
Original Case
Juvenile Arrest Jacket
Wheaton PD
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APPENDIX I – WHEATON POLICE DEPARTMENT STATION ADJUSTMENT

STATION ADJUSTMENT
Wheaton Case #: WH
Juvenile’s Name:
Charge:

Station adjustment is a voluntary program, individually designed for the benefit of the juvenile, which
juvenile and their parent(s) have a right to refuse. We invite suggestions and advise from parent(s) and guardian(s).
The duration of this program is 90 days. If the Station Adjustment Program is refused, a possible alternative may be
Juvenile Court. If the Station Adjustment Program is accepted, a violation of the terms of the Program would indicate
a need for referral to the Juvenile Court.

Obey the reasonable rules and directions of parents and/or guardians and juvenile officers.
Curfew hours are

p.m. on Sunday through Thursday, and

p.m. on Friday and Saturday.

Do not violate any criminal laws of the United States, State of Illinois, or any municipality.
Attend school and remain in good standing.
Advise the juvenile officer immediately of any change in your residence, school, employment, or other pertinent
information.
Avoid association with person(s) of poor reputation and habits.
Follow the juvenile officer’s instructions and heed his/her advise. He/She has the authority instruct and advise you
regarding your work, school recreational activities, and social activities.
Other:
DURATION OF THE STATION ADJUSTMENT
Start Date

End Date

I/We have read and understood the above terms and conditions of the Station Adjustment, and
have received a copy of this form. I/We hereby accept this voluntary station adjustment program.
__________________________________
Parent/Guardian

__________________________________
Juvenile

__________________________________
Juvenile Officer
Wheaton PD 263-97C
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IN-CAR RECORDING SYSTEM 5.13
5.13.1

PURPOSE

The purpose of this order is to provide procedural guidance for the in-car video system. The
Wheaton Police Department has equipped marked and semi-marked patrol cars with a video and
audio recording system to provide an objective account of patrol related activities.
5.13.2

POLICY

It is the policy of the Wheaton Police Department to use the squad car video system to
record incidents with audio and video as permitted by law.
5.13.3

THE EAVESDROPPING EXEMPTION720 ILCS 5/14-3(h)

(h) Recordings made simultaneously with the use of an in-car video camera recording of an oral
conversation between a uniformed peace officer, who has identified his or her office, and a
person in the presence of the peace officer whenever (i) an officer assigned to a patrol vehicle is
conducting an enforcement stop; or (ii) patrol vehicle emergency lights are activated or would
otherwise be activated if not for the need to conceal the presence of law enforcement. For
purposes of this subsection (h), “enforcement stop” means an action by a law enforcement
officer in relation to enforcement and investigation duties, including but not limited to traffic
stops, pedestrian stops, abandoned vehicle contacts, motorist assists, commercial motor vehicle
stops, roadside safety checks, requests for identification, or responses to request for emergency
assistance. A uniformed police officer may audio and video record utterances made by a person
while in the presence of the officer and while an occupant of a police vehicle with department
authorized recording equipment (720 ILCS 5/14-3h-5).
5.13.4

MANDATORY INCIDENT VIDEO AND AUDIO RECORDING

All uniformed officers, operating a patrol vehicle, who participate in an enforcement stop, shall
record the incident.
This department order is not intended to describe every possible situation in which the in-car
video system may be used, although there are many situations where its use is appropriate. An
officer may activate the system any time the officer believes it would be appropriate or valuable
to document an incident.
5.13.5

PROCEDURE

Training will be provided on the use of the video system.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

IN-CAR RECORDING SYSTEM 5.13
Prior to going into service, each police officer assigned a vehicle with audio/video, will properly
equip him/herself to record audio and video in the field. At the end of the shift, each officer
will follow the established procedures for providing to the Department any recordings or used
media and any other related equipment. Each officer should have adequate recording media for
the entire duty assignment. At the start of each shift, officers should test the squad
car video system’s operation in accordance with manufacturer specifications and department
operating procedures and training.
1. Officers will log into the system with their name.
a. Officers will ensure the wireless microphone has been synchronized with the incar unit and is placed on their person in a position that will capture audio.
2. Officers will check the viewing image of the camera to insure it is positioned properly.
3. Any malfunction, damage, or deviation in operating conditions of the recording
equipment will be reported to the on-duty supervisor immediately. In the event of a
malfunction, the officer shall immediately place the squad out of service and
generate a Lucity service request, unless as otherwise authorized by the on-duty
supervisor.
5.13.6

ACTIVATION

The squad car video system is designed to turn on whenever the unit’s emergency lights are
activated. The system remains on until it is turned off manually. When video is being
recorded, the audio will also record. Power to the system will be maintained throughout the
shift.
5.13.7

REQUIRED ACTIVATION

Officers shall use the in-car video system to record all traffic stops. Officers are required to carry
the wireless microphone whenever video recording. In addition to traffic stops, officers are
required to active the squad car video system during an “enforcement stop,” as identified in 720
ILCS 5/14-3(h).
An officer may activate the system any time the officer believes it would be appropriate or
valuable to document an incident.
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Officers shall not cease audio and/or video recording until an incident is complete. For purposes
of this order, the completion of an incident has occurred when all arrests have been made,
arrestees have been transported, non-custody transports have been cleared and all witnesses
and victims have been interviewed.
1. The audio and video recording may be manually stopped by an officer either at a crash
scene or while directing traffic with emergency lights activated, and the scene has been
stabilized to the point where there is no longer a possibility of an arrest, and/or having
the camera on for an extended period would serve no evidentiary purpose. Recording
may cease if an officer is simply waiting for a tow truck or a family member to arrive, or
in other similar situations.
2. If the audio/video recording is stopped at other than a logical point, documentation is
required to explain why the recording was stopped to the officer’s immediate supervisor.
Documentation shall be provided to the immediate supervisor in the form of
a memorandum in the event of the audio/recording stopping due to an equipment
failure.
3. Officers shall inform those who ask that video/audio recording equipment is in use.
Officers shall not erase or destroy recordings.
Video storage devices shall not be removed from the digital video recorder.
When recording during the hours of darkness, officers should avoid parking their vehicle too close
to the subject vehicle so that the license plate will not become washed out by the reflections
from their vehicles head lights.
Officers will consider vehicle positioning during traffic stops in order to fully frame the vehicle
involved. However, at no time should the safety of the officer or the violator be sacrificed to
capture video evidence.
5.13.8

DIGITAL VIDEO EVIDENCE

Recordings of incidents such as arrests, assaults, physical and/or verbal confrontations, pursuits
or other incidents requiring review will be retained as evidence.
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Officers will manually classify the video, according to the video system specifications, whenever
a recording is to be saved for evidence. The primary officer will be responsible for documenting
in the case report narrative the existence of any video evidence.
To ensure proper tracking and timely destruction, the officer shall classify the incident under one
of the following event categories in the pull-down section:
a)

Traffic

b)

DUI Arrest

c)

Pursuit

d)

Critical Incident

e)

Traffic Control / Motorist Assist

f)

Other Arrest

g)

Other / Test

h)

Interview

All captured audio and video of an incident shall be classified under the same classification.
Recordings marked as evidence will be tracked by the Property Control Officer. The Property
Control Officer will upon request provide DVD copies of incidents for use in court proceedings.
The Property Control Officer will monitor the case disposition and arrange for disposal of the
evidence at the direction of the State’s Attorney’s Office. Once the order for disposal is
authorized, the digital video evidence will be removed from property control, become part of the
report, and maintained with the hard copy of the police report.
All recording media that is not booked as evidence will be retained for a minimum of 90 days and
disposed of in compliance with the established records retention schedules (720 ILCS 5/14-3(h15)).
Notwithstanding the 90 day retention period (720 ILCS 5/14-3(h-15)), if the Department receives
funds under the Illinois Law Enforcement Camera Grant Act, video records must be stored for no
less than two years (50 ILCS 707/15).
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All recordings generated by the in-car video system remain the property of the Wheaton Police
Department. Videos will not be released except in compliance with an order from the court or in
accordance with the Freedom of Information Act. Recordings shall not be duplicated or shared
for personal use. Officers shall not retain or maintain recordings on any devices not owned or
maintained by the City of Wheaton.
5.13.9

USE OF VIDEOS FOR TRAINING/REVIEW

All recording media, recorded images and audio recordings are the property of the Department.
Dissemination outside of the agency is strictly prohibited, except to the extent permitted or
required by law. To prevent damage to, or alteration of, the original recorded media, it shall not
be copied, viewed, or otherwise inserted into any device not approved by the department. When
reasonably possible, a copy of the original media shall be used for viewing (unless otherwise
directed by the courts) to preserve the original media.
Recordings may be reviewed in any of the following situations:
a) For use when preparing reports or statements
b) By a supervisor investigating a specific act of officer conduct
c) By a supervisor to assess officer performance
d) To assess proper functioning of the system
e) By a department member who is participating in an official investigation, such as a
personnel complaint, administrative inquiry, or a criminal investigation
f) By department personnel who request to review recordings
g) By an officer who is captured on or referenced in the video or audio data and reviews and
uses such data for any purpose relating to his/her employment
h) By court personnel through proper process or with permission of the Chief of Police or
the authorized designee
i) By the media through proper process or with permission of the Chief of Police or
the authorized designee
j) To assess possible training value
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k) Recordings may be shown for training purposes. If an involved officer objects to showing
a recording, his/her objection will be submitted to the staff to determine if the training
value outweighs the officer's objection
l) FTO's will use the in-car video system to record a probationary officer's performance on
traffic stops. FTO’s may review these recordings as part of the training process.
In no event shall any recording be used or shown for the purpose of ridiculing or embarrassing
any employee.
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5.14.1

PURPOSE

The purpose of this department order is to provide guidelines for the investigation of suspected
child abuse. This policy also addresses when Wheaton Police Department members are required
to notify the Illinois Department of Children and Family Services (DCFS) of suspected child abuse.
Additionally, this department order provides guidance for notifying the DuPage County Children’s
Center for reports of Child Sexual Abuse and Severe Physical Abuse.
5.14.2

POLICY

The Wheaton Police Department will investigate all reported incidents of alleged criminal child
abuse, ensure DCFS is notified as required by law, and conduct joint investigations with the
DuPage County Children’s Center for eligible offenses.
5.14.2

DEFINITIONS

Abused Child: a child whose parent or immediate family member, or any person responsible for
the child’s welfare, or any individual residing the same home as the child, or a paramour of the
child’s parent does any of the following action as outlined in 325 ILCS 5/3:
a. Inflicts, causes to be inflicted, or allows to be inflicted physical injury which causes
death, disfigurement, impairment of physical or emotional health, or loss of
impairment of any bodily function;
b. Creates a substantial risk of physical injury to such child by other than accidental
means with would be likely to cause death, disfigurement, impairment of physical
or emotional health, or loss or impairment of any bodily function;
c. Commits or allows to be committed any sex offense against such child, as such sex
offenses are defined in the Criminal Code of 2012 or in the Wrongs to Children
Act, and extending those definitions of sex offenses to include children under 18
years of age;
d. Commits or allows to be committed an act or acts of torture upon such child;
e. Inflicts excessive corporal punishment or, in the case of a person working for an
agency who is prohibited from using corporal punishment, inflicts corporal
punishment upon a child or adult resident with whom the person is working in his
or her professional capacity;
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f. Commits or allows to be committed the offense of female genital mutilation, as
defined in Section 12-34 of the Criminal Code of 2012, against the child;
g. Causes to be sold, transferred, distributed, or given to such child under 18 years
of age, a controlled substance as defined in Section 102 of the Illinois Controlled
Substances Act in violation of Article IV of the Illinois Controlled Substances Act or
in violation of the Methamphetamine Control and Community Protection Act,
except for controlled substances that are prescribed in accordance with Article III
of the Illinois Controlled Substances Act and are dispensed to such child in a
manner that substantially complies with the prescription ; or
h. Commits or allows to be committed the offense of involuntary servitude,
involuntary sexual servitude of a minor, or trafficking in persons as defined in
Section 10-9 of the Criminal Code of 2012 against the child.
A minor shall not be considered abused for the sole reason that the minor has been relinquished
in accordance with the Abandoned Newborn Infant Protection Act. 325 ILCS 2/ et. al.
Blatant disregard: an incident where the real, significant, and imminent risk of harm would be so
obvious to a reasonable parent or caretaker that it is unlikely that a reasonable parent or
caretaker would have exposed the child to the danger without exercising precautionary measures
to protect the child from harm. With respect to a person working at an agency in his or her
professional capacity with a child or adult resident, “blatant disregard” includes a failure by the
person to perform job responsibilities intended to protect the child’s or adult resident’s health,
physical well-being, or welfare, and, when viewed in light of the surrounding circumstances,
evidence exists that would cause a reasonable person to believe that the child was neglected.
With respect to an agency, “blatant disregard” includes a failure to implement practices that
ensure the health, physical well-being, or welfare to the children and adult residents residing in
the facility (325 ILCS 5/3)
Child: Unless otherwise specified by a cited statute, a child is any person under the age of 18
Years, unless legally emancipated by reason of marriage or entry into a branch of the United
States armed services (325 ILCS 5/3)
Neglected Child: Any child who is not receiving the proper or necessary nourishment or

medically indicated treatment including food or care not provided solely on the basis of the
present or anticipated mental or physical impairment as determined by a physician acting alone
or in consultation with other physicians or otherwise is not receiving the proper or necessary
support or medical or other remedial care recognized under State law as necessary for a child's
well-being, or other care necessary for his or her well-being, including adequate food, clothing
and shelter; or who is subjected to an environment which is injurious insofar as (i) the child's
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environment creates a likelihood of harm to the child's health, physical well-being, or welfare
and (ii) the likely harm to the child is the result of a blatant disregard of parent, caretaker, or
agency responsibilities; or who is abandoned by his or her parents or other person responsible
for the child's welfare without a proper plan of care; or who has been provided with interim crisis
intervention services under Section 3-5 of the Juvenile Court Act of 1987 and whose parent,
guardian, or custodian refuses to permit the child to return home and no other living
arrangement agreeable to the parent, guardian, or custodian can be made, and the parent,
guardian, or custodian has not made any other appropriate living arrangement for the child; or
who is a newborn infant whose blood, urine, or meconium contains any amount of a controlled
substance as defined in subsection (f) of Section 102 of the Illinois Controlled Substances Act or
a metabolite thereof, with the exception of a controlled substance or metabolite thereof whose
presence in the newborn infant is the result of medical treatment administered to the mother or
the newborn infant. A child shall not be considered neglected for the sole reason that the child's
parent or other person responsible for his or her welfare has left the child in the care of an adult
relative for any period of time. A child shall not be considered neglected for the sole reason that
the child has been relinquished in accordance with the Abandoned Newborn Infant Protection
Act. A child shall not be considered neglected or abused for the sole reason that such child's
parent or other person responsible for his or her welfare depends upon spiritual means through
prayer alone for the treatment or cure of disease or remedial care as provided under Section 4
of this Act. A child shall not be considered neglected or abused solely because the child is not
attending school in accordance with the requirements of Article 26 of The School Code, as
amended.
Person responsible for the child's welfare: Means the child's parent; guardian; foster parent;
relative caregiver; any person responsible for the child's welfare in a public or private residential
agency or institution; any person responsible for the child's welfare within a public or private
profit or not for profit child care facility; or any other person responsible for the child's welfare
at the time of the alleged abuse or neglect, including any person that is the custodian of a child
under 18 years of age who commits or allows to be committed, against the child, the offense of
involuntary servitude, involuntary sexual servitude of a minor, or trafficking in persons for forced
labor or services, as provided in Section 10-9 of the Criminal Code of 2012, or any person who
came to know the child through an official capacity or position of trust, including but not limited
to health care professionals, educational personnel, recreational supervisors, members of the
clergy, and volunteers or support personnel in any setting where children may be subject to
abuse or neglect.
5.14.3

MANDATORY NOTIFICATION

Members of the Wheaton Police Department shall notify DCFS when they have reasonable cause
to believe a child known to them in their official capacity was abused by a parent, immediate
family member, any person responsible for the child's welfare, any individual residing in the same
EFFECTIVE DATE: 05/01/2021
REVISED DATE:

ABUSED AND NEGLECTED CHILD REPORTING 5.14
home as the child or a paramour of the child's parent. Members must also report any case of a
neglected child (325 ILCS 5/4; 325 ILCS 5/3).
For purposes of notification, abuse includes physical injuries, risk of physical injuries, sex
offenses, torture, excessive corporal punishment, female genital mutilation, controlled
substances offenses, and involuntary servitude. Neglect includes failure to provide necessary
nourishment or medical care or blatant disregard of parent or caretaker responsibilities. Full
definitions of abuse and neglect are provided in 325 ILCS 5/3.
5.14.4

DCFS NOTIFICATION PROCEDURE

Notification should occur as follows (325 ILCS 5/7):
a. All notifications of suspected child abuse or neglect shall be made immediately,
either to DCFS on the statewide, toll-free telephone number, in person or by
telephone through the nearest DCFS office (325 ILCS 5/7.6; 89 Ill. Adm. Code
300.30).
b. Notification, when possible, shall include:
1. The name and address of the child and his/her parents or other persons having
custody.
2. The child's age, the nature of the child's condition, including any evidence of
previous injuries or disabilities.
3. Any other information that the person filing the report believes might be
helpful in establishing the cause of abuse or neglect and the identity of the
person believed to have caused such abuse or neglect.
c. A member who suspects that a child has died as a result of child abuse or neglect
shall also immediately report his/her suspicion to the Coroner’s Office (325 ILCS
5/4.1).
5.14.5

DUPAGE COUNTY CHILDREN’S CENTER

5.14.5.1

Purpose

Pursuant to the terms of the Intergovernmental Agreement and to the Illinois Abuse & Neglected
Child Reporting Act (325 ILCS 5/1), DuPage County Children’s Center has assumed responsibility
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for specific incident-based reports of Child Sexual Abuse and Severe Physical Abuse occurring in
DuPage County.
The Children’s Center also seeks to lessen the trauma experienced by sexually abused children
by conducting interviews in a non-law enforcement, age-appropriate environment; provide
support for any consequent legal proceedings; address any immediate crisis needs; provide
referrals for short- and long-term treatment.
5.14.5.2

Eligibility

The DuPage County Children’s Center shall have joint investigative responsibility with the
Wheaton Police Department for any incident described below:
1. All cases of sexual abuse or assault to a child under 13 years of age.
2. Cases in sexual abuse/assault to children under 18 years of age by a family
member, caretaker, or person in a position of authority. (sexual penetration,
sexual molestation, sexual exploitation and sexually transmitted disease
present in underage children)
3. Cases of sexual abuse/assault to children between the ages of 13 and 16 by
non-family members where there is an element of force or there is more than
a 5-year age difference between the victim and the accused.
4. All cases of severe physical abuse/assault to children under 18 years of age
committed by a family member, caretaker, or person in a position of authority.
Allegations of severe physical abuse include:
a. Death
b. Brain damage/Skull fracture
c. Subdural hematoma/Hemorrhage
d. Fractured bones
e. Internal Injuries
f. 3rd degree or intentional burns
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g. Poison/Noxious substances
h. Gunshot or stabbing injury
i.

Torture

j.

Other injuries on a case-by-case basis

At the request of the Wheaton Police Department, the Deputy Chief of the Children’s Center has
the discretion to accept cases other than those specified when a determination that a case should
be handled in a child sensitive manner.
The Children’s Center will provide forensic victim sensitive interviewing and case management
services to children who are reported to have been a witness or present at the time of a domestic
violence incident or any other violent crime. The Children’s Center will not investigate sexual
activity between children 10 years of age and under. The Center can provide referrals if needed.
5.14.6

REPORTING

In all reported or suspected cases of child abuse and/or neglect, a report will be written. Officers
shall write a report even if the allegations appear unfounded or unsubstantiated.
The Children’s Center is accessible 24 hours a day by calling (630) 407-2750. For an after-hours
emergency, call the DuPage County Sheriff’s Department at (630) 407-2400. The DuPage County
Sheriff’s Department will page the on-call investigator immediately. Please note that a report
made to the DuPage County Children’s Center does not substitute for mandated reporting to the
DCFS Child Abuse Hotline under the “Abused and Neglected Child Reporting Act”, (325 ILCS 5/1).
The DCFS Child Abuse Hotline number is 800-25-abuse.
The Wheaton Police Department will receive written notification of cases referred to the
Children’s Center by other sources (DCFS, direct referrals, etc.).
When feasible, interviews will be conducted during the Center’s regular operating hours.
However, it is mandated that initial contact be made within 24 hours of an interfamilial or
caretaker report to the DCFS Child Abuse Hotline.
Children’s Center Investigators will provide an urgent response in the following situations:
a. The child/victim is at immediate risk of abuse by the perpetrator.
b. Situations where it is likely physical evidence exists.
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c. Situations where immediate response is necessary to detain a perpetrator.
As the local law enforcement agency retains jurisdiction, a Wheaton Police Department detective
will be assigned to the case as a liaison to the Children’s Center.
The investigation of severe physical and sexual abuse of children requires mutual cooperation
between the Children’s center and the Wheaton Police Department. The Children’s Center may
request assistance to affect an arrest, transport offenders, and collect or process evidence.
See Appendix A for access guidelines and direction on initial investigation requirements.
5.14.7

INITIAL RESPONSE

Prior to making notification to the Children’s Center, the reporting Wheaton Police Officer should
only obtain the facts and circumstances provided by the complainant . DO NOT INTERVIEW THE
VICTIM. In instances where it is absolutely necessary for a police officer to have contact with a
child victim, such contact shall be coordinated through the Children’s Center. After receiving the
initial facts and circumstances of the report, the primary officer should disengage and make
notification to the on-duty supervisor for the potential Children’s Center referral and DCFS.
In the event an investigator from the Children’s Center does not immediately respond to the
scene, but requests a copy of the report for investigative follow-up, the primary officer should
adhere to the guidelines in appendix A.
In the event the incident does not meet the criteria for the Children’s Center, notification shall
be made to the Lieutenant of Investigations for review.
By law, police officers are mandated reporters to DCFS. As such, the primary reporting officer
shall make notification to DCFS and indicate the point of contact in their police report.
5.14.7

TEMPORARY PROTECTIVE CUSTODY

Before taking any child into temporary protective custody, the officer should make reasonable
attempts to contact DCFS. Generally, removal of a child from his/her family, guardian or other
responsible adult should be left to the child welfare authorities when they are present or have
become involved in an investigation. Generally, members of this department should remove a
child from his/her parent or guardian without a court order only when no other effective
alternative is reasonably available and immediate action reasonably appears necessary to protect
the child.
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Prior to taking a child into protective custody, the officer should take reasonable steps to deliver
the child to another qualified parent or legal guardian, unless it reasonably appears that the
release would endanger the child or result in abduction. Minors taken into “temporary protective
custody” can be held for no more than 6 hours from initial contact. If, through the course of the
investigation no other reasonable options are apparent, the officer shall ensure that the child is
delivered to DCFS.
Whenever practicable, the officer shall inform a supervisor of the circumstances prior to taking a
child into protective custody. If prior notification is not practicable, officers should contact a
supervisor promptly after taking a child into protective custody. Additionally, a juvenile officer
shall be requested. The officer shall request medical intervention for the minor if the minor
appears to be injured or suffering from any illness or if the minor requests medical treatment. As
soon as practicable, the officer shall notify the Department of Children and Family Services
(DCFS). 800-25-ABUSE or 800-252-2873 and make every reasonable effort to notify the person
responsible for the child’s welfare.
Pursuant to 325 ILCS 5/5, children may only be removed from a parent or guardian in the
following situations:
a. A court has ordered the removal of the child.
b. A court has not ordered the removal of the child but there is reason to believe the
child cannot be cared for at home or in the custody of the person responsible for
the child's welfare without endangering the child's health or safety, and there is
no time to apply for a court order for temporary custody of the child.
It is the responsibility of the supervisor and the reporting officer to determine if the incident
qualifies under the purview of the DuPage County Children’s Center. The officer shall not
interview the minor in any incident that qualifies under the guidelines of the Children’s Center.
In the event the case is not transferred, notification to the Investigations Lieutenant, or his/her
designee, shall be made prior to an interview being conducted.
A report shall be generated by the reporting officer outlining the circumstances of the abused
minor to include the elements by which the minor was abused and all relevant information
surrounding the incident, parental notification, and release of the minor to DCFS. The report shall
also contain all contact information for all involved parties including the suspect(s), juvenile’s
parent(s), and/or legal guardian(s). If the crime does not fall under the aforementioned guidelines
the reporting officer should investigate and determine if any charges within 720 ILCS ARTICLE
12C – Harms to Children are applicable
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See the Abandoned Newborn Infant Protection Policy for guidance regarding the Newborn Infant
Protection Act (325 ILCS 2/10 et seq.).
5.14.8

MEDICAL EXAMINATIONS

If the child has been the victim of abuse that requires a medical examination, the investigating
officer should obtain consent for such examination from the appropriate parent, guardian or
agency having legal custody of the child. The officer should also arrange for the child’s
transportation to the appropriate medical facility. In cases where the alleged offender is the
custodial parent or guardian and is refusing consent for the medical examination, officers should
notify a supervisor. If exigent circumstances do not exist, the notified supervisor should consider
contacting DCFS and the DuPage County State’s Attorney’s Office for judicial intervention.
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Appendix A
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RIDE ALONG 5.15
5.15.1

PURPOSE

The Wheaton Police Department's ride-along program provides specific individuals with the
opportunity to see firsthand how the Police Department operates. To manage the number of
requests and to provide for the safety of participants, specific guidelines have been established
as delineated in this Department Order.
5.15.2

POLICY

Final approval will rest with the Deputy Chief of Operations. Once an application is completed, a
date for the ride-along will be identified, subject to approval and availability of officers.
5.15.3

PROCEDURE

Given the inherent risk of participating in a ride-along with a sworn member of the Patrol Division,
all participants are required to wear body armor and complete the following forms:
a. Wheaton Police Department Form #193-13: Ride-Along Application Forms
b. Wheaton Police Department Form #237-98C: Waiver and Release of Liability
5.15.4

LIMITATIONS

Participants in the ride-along program are limited to the following individuals:
a.
b.
c.
d.
e.
f.

Other law enforcement officers
Recruitment for law enforcement positions
Explorer Scouts
Neighborhood Representatives
Wheaton Residents
Spouses/Family Members/Friends of Sworn and Non-Sworn Police Department
employees
g. Criminal Justice students
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5.16.1

PURPOSE

This department order provides guidance for responding to public assemblies or demonstrations.
5.16.2

POLICY

The Wheaton Police Department respects the rights of people to peaceably assemble. It is
the policy of this department to protect individual rights related to assembly and free speech;
effectively manage crowds to prevent the loss of life, injury, destruction of property; and
minimize disruption to persons who are not involved.
5.16.3

GENERAL CONSIDERATIONS

Individuals or groups present on the public way, such as public facilities, streets, or walkways,
generally have the right to assemble, rally, demonstrate, protest or otherwise express their views
and opinions through varying forms of communication, including the distribution of printed
matter. These rights may be limited by laws or ordinances regulating such matters as the
obstruction of individual or vehicle access or egress, trespass, noise, picketing, distribution of
handbills and leafleting, loitering and disorderly conduct. However, officers shall not take action
or fail to take action based on the opinions being expressed.
Participant behavior during a demonstration or other public assembly can vary. This may include,
but is not limited to:
a. Lawful, constitutionally protected actions and speech.
b. Civil disobedience (typically involving minor criminal acts).
c. Rioting.
All of these behaviors may be present during the same event. Therefore, it is imperative that law
enforcement actions are measured and appropriate for the behaviors officers may encounter.
This is particularly critical if force is being used. Adaptable strategies and tactics are essential. The
purpose of a law enforcement presence at the scene of public assemblies and demonstrations
should be to preserve the peace, to protect life and prevent the destruction of property.
Officers should not:
a. Engage in assembly or demonstration-related discussion with participants.
b. Harass, confront, or intimidate participants.
c. Seize the cameras, cell phones or materials of participants or observers unless an
officer is placing a person under lawful arrest.
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Supervisors should continually observe department members under their command to ensure
that members’ interaction with participants and their response to crowd dynamics is appropriate.
5.16.3.1

PHOTOGRAPHS AND VIDEO RECORDINGS

Photographs and video recording, when appropriate, can serve a number of purposes,
including support of criminal prosecutions by documenting criminal acts; assistance in evaluating
department performance; serving as training material; recording the use of dispersal orders; and
facilitating a response to allegations of improper law enforcement conduct.
Photographs and videos will not be used or retained for the sole purpose of collecting or
maintaining information about the political, religious, or social views of associations, or the
activities of any individual, group, association, organization, corporation, business, or
partnership, unless such information directly relates to an investigation of criminal activities and
there is reasonable suspicion that the subject of the information is involved in criminal conduct.
Care should be taken to ensure that any simultaneous audio recording does not violate the Illinois
Eavesdropping Act (720 ILCS 5/14-2; 720 ILCS 5/14-3).
5.16.4

UNPLANNED EVENTS

When responding to an unplanned or spontaneous public gathering, the first responding officer
should conduct an assessment of conditions, including, but not limited to, the following:
a.
b.
c.
d.
e.
f.
g.

Location
Number of participants
Apparent purpose of the event
Leadership (whether it is apparent and/or whether it is effective)
Any initial indicators of unlawful or disruptive activity
Indicators that lawful use of public facilities, streets or walkways will be impacted
Ability and/or need to continue monitoring the incident

Initial assessment information should be promptly communicated through DuComm, and a
supervisor should be requested. Additional resources should be requested as appropriate.
The responding supervisor shall assume command of the incident until command is expressly
assumed by another, and the assumption of command is communicated to the involved
members.
A clearly defined command structure that is consistent with the Incident Command System (ICS)
should be established as resources are deployed.
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5.16.5

PLANNED EVENT PREPARATION

For planned events, comprehensive, incident-specific operational plans should be developed.
The ICS should be considered for such events.
5.16.5.1

INFORMATION GATHERING AND ASSESSMENT

In order to properly assess the potential impact of a public assembly or demonstration on public
safety and order, relevant information should be collected and vetted. A staff member shall be
assigned to coordinate gathering information and assessment.
5.16.5.2

OPERATIONAL PLANS

Based on the information for the event, an operational plan should be considered for the police
department’s response. The operational plan may provide:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

Command assignments, chain of command structure, roles and responsibilities.
Staffing and resource allocation.
Designation of uniform of the day and related safety equipment (e.g., helmets, shields).
Deployment of specialized resources.
Event communications and interoperability in a multijurisdictional event.
Liaison with demonstration leaders and external agencies.
Media relations.
Traffic management plans.
First aid and emergency medical service provider availability.
Rules of engagement, including rules of conduct, protocols for field force extraction and
arrests, and any authorization required for the use of force.

5.16.5.3

MUTUAL AID AND EXTERNAL RESOURCES

The magnitude and anticipated duration of an event may necessitate interagency cooperation
and coordination. The assigned Incident Commander should ensure that any required
memorandums of understanding or other agreements are properly executed, and that any
anticipated mutual aid is requested and facilitated (see the Mutual Aid and Outside Agency
Assistance Policy).
5.16.6

UNLAWFUL ASSEMBLY DISPERSAL ORDERS
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If a public gathering or demonstration remains peaceful and nonviolent, and there is no
reasonably imminent threat to persons or property, the Incident Commander should generally
authorize continued monitoring of the event.
Should the Incident Commander make a determination that public safety is presently or is about
to be jeopardized, he/she or the authorized designee should attempt to verbally persuade event
organizers or participants to disperse of their own accord. Warnings and advisements may be
communicated through established communications links with leaders and/or participants or to
the group.
When initial attempts at verbal persuasion are unsuccessful, the Incident Commander or the
authorized designee should make a clear standardized announcement to the gathering that
the event is an unlawful assembly and should order the dispersal of the participants. The
announcement should be communicated by whatever methods are reasonably available to
ensure that the content of the message is clear and that it has been heard by the participants.
The announcement should be amplified, made in different languages as appropriate, made from
multiple locations in the affected area and documented by audio and video, if possible. The
announcement should provide information about what law enforcement actions will take place
if illegal behavior continues and should identify routes for egress. A reasonable time to disperse
should be allowed following a dispersal order.
5.16.7

USE OF FORCE

Use of force is governed by current department orders and applicable law (see the Use of Force
department order). Individuals refusing to comply with lawful orders (e.g., nonviolent refusal to
disperse) should be given a clear verbal warning and a reasonable opportunity to comply. If an
individual refuses to comply with lawful orders, the Incident Commander shall evaluate the type
of resistance and adopt a reasonable response in order to accomplish the law enforcement
mission (such as dispersal or arrest of those acting in violation of the law).
Generally, any use of force shall be governed by the Use of Force Supervisory Review order unless
the volatile nature of the unlawful assembly/riot makes adherence unrealistic or unsafe for the
supervisor. The incident supervisor shall immediately conform to the order once the unlawful
assembly/riot has been quelled.
5.16.8

ARRESTS

The Wheaton Police Department should respond to unlawful behavior in a manner
that is consistent with the operational plan. If practicable, warnings or advisements should be
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communicated prior to arrest. Mass arrests should be employed only when alternate tactics and
strategies have been, or reasonably appear likely to be, unsuccessful. Mass arrests shall only be
undertaken upon the order of the Incident Commander or the authorized designee. There must
be probable cause for each arrest. If employed, mass arrest protocols should fully integrate:
a.
b.
c.
d.
e.
f.
5.16.9

Reasonable measures to address the safety of officers and arrestees.
Dedicated arrest, booking and report writing teams.
Timely access to medical care.
Timely access to legal resources.
Timely processing of arrestees.
Full accountability for arrestees and evidence.
MEDIA RELATIONS

The Deputy Chief of Support, or designated Public Information Officer, should use all available
avenues of communication, including press releases, briefings, press conferences and social
media to maintain open channels of communication with media representatives and the public
about the status and progress of the event, taking all opportunities to reassure the public about
the professional management of the event.
5.16.10

DEMOBILIZATION

When appropriate, the Incident Commander or the authorized designee should implement a
phased and orderly withdrawal of law enforcement resources. All relieved personnel should
promptly complete any required reports, including use of force reports, and account for all issued
equipment and vehicles to their supervisors prior to returning to normal operational duties.
5.16.11

POST EVENT

The Incident Commander should designate a member to assemble full documentation of the
event, to include the operational plan, any associated police reports, any digital and/or audio
recordings, radio traffic, and any press releases distributed by the City of Wheaton.
5.16.11.1

AFTER-ACTION REPORTING

The Incident Commander should work with the city attorney, as appropriate, to prepare a
comprehensive after-action report of the event, explaining all incidents where force was used
including the following:
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a.
b.
c.
d.
e.

Date, time, and description of the event
Actions taken and outcomes (e.g., injuries, property damage, arrests)
Problems identified
Significant events
Recommendations for improvement; opportunities for training should be documented in
a generic manner, without identifying individuals or specific incidents, facts, or
circumstances.
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5.17.1

PURPOSE

The purpose of this Order is to establish guidelines under which a small unmanned aircraft may
be utilized, and the storage, retrieval, and dissemination of images and data captured by such
systems.
5.17.2

POLICY

It is the policy of the Wheaton Police Department to ensure authorized personnel are trained on
the use of small unmanned aircraft systems, hereinafter referred to as sUAS, to enhance the
department’s mission of protecting lives and property when other means and resources are not
available or are less effective. Any use of the sUAS will be in strict compliance with the Illinois
Freedom from Drone Surveillance Act(725 ILCS 167), Federal Aviation Administration regulations,
Title 14 of the Code of Federal Regulations(14 CFR) Part 107 requirements, and privacy rights.
5.17.3

DEFINITIONS

For the purpose of this Order, the following definitions apply:
Federal Aviation Administration(FAA) – A national authority with powers to regulate all aspects
of civil aviation. These include the construction and operation of airports, the management of air
traffic, the certification of personnel and aircraft, and the protection of US assets during the
launch or re-entry of commercial space vehicles.
Information – As defined in 725 ILCS 167, any evidence, images, sounds, data, or other
information gathered by unmanned aircraft.
Remote Pilot in Command – Person directly responsible for and is the final authority as to the
operation of the small unmanned aircraft.
Small Unmanned Aircraft (sUA) – An unmanned aircraft weighing less than 55 pounds on takeoff,
including everything that is on board or otherwise attached to the aircraft.
Small Unmanned Aircraft System (sUAS) - means a small unmanned aircraft and its associated
elements (including communication links and the components that control the small unmanned
aircraft) that are required for the safe and efficient operation of the small unmanned aircraft in
the national airspace system.
Visual Observer – The person designated by the remote pilot in command to assist the remote
pilot in command and the person manipulating the flight controls of the aircraft to see and avoid
other air traffic or objects aloft or on the ground.
Operator – The person manipulating the flight controls of the small unmanned aircraft.
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Program Coordinator – A supervisor of rank Lieutenant or higher designated by the
Chief of Police.
5.17.4

PROGRAM COORDINATOR

The Program Coordinator will be responsible for the management of the department’s sUAS
program. The program coordinator will ensure that this Order conforms to current laws,
regulations, and best practices and will have the following responsibilities:
a. Coordinate the FAA Certification of Authorization (COA) and/or the 14 CFR 107
application process and ensure all certifications are current.
b. Ensure all authorized remote pilots in command, operators and visual observers
have completed all required FAA and department-approved training in the
operation, applicable laws, and department guidelines regarding the use of the
sUAS.
c. Obtain any and all necessary FAA waivers and ensure waivers are current.
d. Develop sUAS inspection, maintenance, and record keeping protocol to ensure
continuing airworthiness of the sUAS(s), up to and including its overhaul or life
limits.
e. Ensure that established protocols are followed by monitoring and providing
periodic program reports to the Chief of Police.
5.17.5

REMOTE PILOT IN COMMAND

Upon determining that an incident qualifies for the use of a sUAS, the remote pilot in command
will contact the Program Coordinator for approval to deploy the sUAS.
Prior to deployment, the remote pilot in command will conduct a pre-flight inspection and
document such on the Wheaton Police Department Pre-Flight Checklist.
Upon completion of the deployment of the sUAS, the remote pilot in command will complete a
Wheaton Police Department sUAS Situation Report. Information shall include the reason for the
flight; the date, time, and location; the supervisor who approved of the deployment and the
assigned operators; and a summary of the activities covered, actions taken, and outcome of the
deployment.
Upon completion of the deployment of the sUAS, the remote pilot in command will complete a
supplemental police report documenting the use and results of the sUAS.
All uses of the sUAS will be documented in SharePoint.
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If the information obtained from the sUAS will be maintained as evidence, the remote pilot in
command will securely download the recordings and follow proper evidence procedures. All
information obtained through the use of the sUAS shall not be deleted without approval from
the Program Coordinator.
5.17.6

SUPERVISORS

When appropriate, notification of the sUAS deployment may be made to the public. It is the
responsibility of the on-duty supervisor to make notification to the City of Wheaton Public
Information Office for dissemination.
If the deployment of the sUAS was based on 725 ILCS 167/15(3), the on-duty supervisor shall
make notification to the Chief of Police of the use of the sUAS. The Chief of Police, or his designee,
will complete a Wheaton Police Department State’s Attorney sUAS Notification Form and
forward it to the DuPage County State’s Attorney’s Office.
5.17.7

TRAINING

Only officers that have completed the required training will be allowed to operate a sUAS.
Prior to authorization to operate a sUAS, assigned personnel must complete mandatory training
provided by the department to obtain an understanding on how to use the sUAS and the
procedures outlined in this Order and demonstrate proficiency in operating the sUAS.
5.17.8

USE OF SMALL UNMANNED AIRCRAFT SYSTEM (sUAS)

Pursuit to 725 ILCS 167/15, the sUAS may not be used to gather information, except during the
following types of situations:
1. To counter a high risk of a terrorist attack by a specific individual or organization if the
United States Secretary of Homeland Security determines that credible intelligence
indicates there is a risk.
2. Pursuant to a search warrant based on probable cause under Section 108-3 of the
Code of Criminal Procedure of 1963. The warrant must be limited to a period of 45
days, renewable by a judge upon showing good cause for subsequent periods of 45
days.
3. Upon reasonable suspicion that under particular circumstances, swift action is needed
to prevent imminent harm to life, forestall the imminent escape of a suspect or
prevent the destruction of evidence. The use of a sUAS under this paragraph is limited
to a period of 48 hours. Within 24 hours of sUAS initiation under this paragraph, the
Chief of Police must report its use, in writing, to the State’s Attorney.
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4. To locate a missing person while not also undertaking a criminal investigation.
5. To obtain crime scene and traffic crash scene photography in a geographically
confined and time-limited manner. Use of the sUAS under this paragraph on private
property requires either a search warrant or lawful consent to search. As it relates to
lands, highways, roadways, or areas belonging to the state, a search warrant or
consent to search is not required. Reasonable attempts shall be made to only
photograph the crime scene or traffic crash scene and to avoid other areas.
6. To obtain information necessary for the determination of whether a disaster or public
health emergency should be declared, to manage a disaster by monitoring weather
or emergency conditions, to survey damage, or to coordinate response and recovery
efforts. There is no requirement that an official declaration of disaster or public health
emergency prior to use.
sUAS deployments by the Wheaton Police Department must adhere to the operating procedures
established by the FAA which are specified in Title 14 of the Code of Federal Regulations(14 CFR)
Part 107, “Small Unmanned Aircraft Systems.”
A certificate waiver from the FAA may be applied for which authorizes deviation from specific
regulations. The certificate waiver will be granted when the FAA determine that the sUAS
operation can be safely conducted under the terms of the certificate waiver.
Whenever possible, if the sUAS will be flying within close proximity to a hospital helicopter, which
could create a hazardous situation for a manned aircraft, notification shall be made to the
respective hospital’s security office.
5.17.9

PROHIBITED USES OF SMALL UNMANNED AIRCRAFT SYSTEMS (sUAS)

The sUAS shall not be utilized to:
a. Conduct random surveillance activities or quests for information.
b. Target a person based solely on individual characteristics such as, but not limited to
race, ethnicity, national origin, religion, disability, gender, or sexual orientation.
c. Harass, intimidate, or discriminate against any individual or group.
d. Conduct personal business of any type.
e. Any situation outside what is specified in USE OF SMALL UNMANNED AIRCRAFT
SYSTEMS (sUAS) with the exclusion of deployment for training purposes.
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5.17.10

PRIVACY CONSIDERATIONS

Use of the sUAS potentially involves privacy considerations. Absent a warrant or exigent
circumstances, operators and visual observers shall adhere to FAA altitude regulations and shall
not intentionally record or transmit images of any location where a person would have a
reasonable expectation of privacy. Operators and visual observers shall take reasonable
precautions to avoid inadvertently recording or transmitting images of areas where there is a
reasonable expectation of privacy.
When there are specific and articulable grounds to believe that the sUAS will collect evidence of
criminal wrongdoing and/or if the sUAS will be used in a manner that may intrude upon
reasonable expectation of privacy, the department will obtain a search warrant prior to
conducting the flight.
5.17.11

SECURITY OF RECORDINGS

Personnel should be aware that recordings may contain sensitive information and are
responsible for ensuring compliance to this Order. A breach in security, careless handling of the
recordings, and/or intentional release of recordings to non-authorized individuals may jeopardize
relationships with citizens, subject victims to an invasion of privacy, and jeopardize prosecutions.
All recordings are considered investigative property of the Wheaton Police Department. The
utmost care and caution shall be taken to ensure the recordings are not mishandled or misused.
Employees shall not edit, alter, erase, duplicate, copy, share, or otherwise distribute in any
manner recordings without authorization by the program coordinator.
Any violations related to unauthorized edits, alterations, and dissemination of this data shall be
cause for disciplinary action.
5.17.12

RETENTION AND DISCLOSURE OF sUAS INFORMATION

If the information obtained from the sUAS will be maintained as evidence, the remote pilot in
command will securely download the recordings and follow proper evidence procedures. All
information obtained through the use of the sUAS shall not be deleted without approval from
the Program Coordinator.
Pursuant to 725 ILCS 167/25, If an sUAS is deployed under Section 15 of this Act, the agency shall
not disclose any information gathered by the sUAS, except that a supervisor of that agency may
disclose particular information to another government agency, if
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1. There is reasonable suspicion that the information contains evidence of criminal
activity, or
2. The information is relevant to an ongoing investigation or pending criminal trial.
5.17.13

REPORTING

The program coordinator shall report the following:
a. Annually, by April 1st, the program coordinator shall report to the Illinois Criminal
Justice Authority the number of sUAS owned by the Wheaton Police Department, per
725 ILCS 167/35.
b. Within 24 hours of utilizing a sUAS for circumstances as described in 725 ILCS
167/15(3) - USE OF SMALL UNMANNED AIRCRAFT SYSTEM(sUAS), the Chief of Police,
or his designee, shall notify the DuPage County State’s Attorney’s Office of the use.
The remote pilot in charge shall report the following:
a. Within 10 days, the remote pilot in charge will notify the FAA of an accident in the
following situations:
1. Serious injury to any person or loss of consciousness; or
2. Damage to any property, other than the sUAS, unless one of the following
conditions is satisfied:
a. The cost of repair including materials and labor does not exceed $500.00; or
b. The fair market value of the property does not exceed $500.00 in the event of
a total loss.
In case of an accident involving a sUAS, the remote pilot in charge shall notify his on-duty
supervisor and generate a police report. The Program Coordinator will also be notified.
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State’s Attorney’s Office Small Unmanned Aircraft
System (sUAS) Notification Form
The following is a notification from the Wheaton Police Department on behalf of Chief William
Murphy, pursuant to the Illinois Drone Surveillance Act, specifically 725 ILCS 167/15(3), which
states that the act does not prohibit the use of a drone by a law enforcement agency, “If a law
enforcement agency possesses reasonable suspicion that, under particular circumstances, swift
action is needed to prevent imminent harm to life, or to forestall the imminent escape of a
suspect or the destruction of evidence. The use of a drone under this paragraph (3) is limited to
a period of 48 hours. Within 24 hours of the initiation of the use of the drone under this paragraph
(3), the chief executive office of the law enforcement agency must report in writing the use of a
drone to the local State’s Attorney.”
Below are the details of a recent deployment that was conducted, as authorized in 725 ILCS
167/15(3):
Date of Deployment: _________________________ Time of Deployment: ________________
Length of Deployment: __________________________________________________________
Location of Deployment: _________________________________________________________
Purpose (circle one):
Prevent Imminent Harm of Life Forestall the Imminent Escape of a Suspect Destruction of Evidence

Video footage recorded (circle one): Yes No Is the video being kept as evidence: Yes No
Police Report #: ___________ Charges: _____________________________________________
Police drone pilots who conducted the deployment: __________________________________
Supervisor authorizing the deployment: ____________________________________________
Summary of reasonable suspicion (attach additional pages if necessary): _________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Date/Time this notification was faxed/e-mailed to the SAO: ____________________________
Person submitting this notification to the SAO: _______________________________________
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sUAS Pre-Flight Check List
Date: ______________________

Weather Conditions: _________________________

Visibility: ___________________

Wind Speed: __________________

Nearest Airport: _______________ Airspace: _________________________
sUAS Being Used: Serial #_______________________
FAA Registration #_____________________
Identified and Communicated with Visual Observer / Operator

☐

Physical inspection of sUAS

☐

Physical Inspection of Propellers
Physical Inspection of Batteries and Charge Level
Physical Inspection of Remote / Tablet and Charge Level
Physical Inspection of Landing Pad / Landing Zone
Remove Gimbal Support / Physical Inspection of Camera

☐
☐
☐
☐

sUAS Calibration if Necessary

☐

Successful Satellite Connection

Remote Pilot in Command ___________ / __________
Initials

☐

☐

Successful Remote/sUAS Sync
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sUAS Situation Report
Date: ______________________

Report #: ____________________

Time: ______________________
Location: ___________________
Total Flight Hours: ____________
Reason for the Flight:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Supervisor Approving Flight: _____________________________
Remote Pilot(s) in Command: _____________________ Operator(s): __________________
Visual Observer(s): _______________________________________
Waiver(s) Obtained: ____________________________________
SA Notification: Yes ☐ No ☐

Data Kept: Yes ☐ No ☐ If Yes, Explain: ____________________________________
Summary of Activities / Action Taken:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Outcome of Deployment:
______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________________________________
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5.18.1

PURPOSE

To establish guidelines and regulations governing utilization of the nasal Narcan (Naloxone)
administered by the Wheaton Police Department.
The objective is to treat and reduce fatalities due to opioid overdoses.
5.18.2

POLICY

It is the policy of the Wheaton Police Department that officers may administer Narcan (Naloxone)
in accordance within the mandated training guidelines as determined and provided by the
DuPage County Health Department and pursuant to 20 ILCS 301/5-23 (Public Act 096-0361).
5.18.3

DEPLOYMENT

The Wheaton Police Department will ensure Narcan (Naloxone) kits are stored in manner That
it is immediately available to trained first responder police personnel and properly safeguarded
from extreme temperature changes that may affect the effectiveness and integrity of the
medication.
5.18.4

NARCAN USE

Officers will use universal precautions and protections from blood borne pathogens and
communicable diseases when administering Narcan (Naloxone); and administer the medication
following the established training guidelines following a patient assessment; which may include
but may not be limited to determining unresponsiveness and other indications of an opiate
induced overdose.
Officer(s) will inform the telecommunicator that the patient is in a potential overdose state and
request an ambulance.
Officers shall follow the protocol and training guidelines as provided by DuPage County Health
Department Narcan (Naloxone) training and in compliance with Illinois Compiled Statutes 20 ILCS
301/5-23.
Officer(s) will immediately inform responding EMS/Paramedics that they have administered
Narcan (Naloxone) and the number of doses used.
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5.18.5

MAINTENANCE / REPLACEMENT

Narcan kits will be carried and maintained in officer’s bags to ensure consistent and proper
temperature levels to avoid degrading Narcan (Naloxone) effectiveness.
A Narcan kit will be maintained in the booking area of the Detention Center.
Narcan (Naloxone) kit inspection is an individual officer responsibility.
A lost or damaged Narcan (Naloxone) kit will be reported to the officer’s immediate supervisor
and forwarded to the department’s Narcan coordinator for replacement.
5.18.6

DOCUMENTATION / NARCAN REPORT

Following Narcan (Naloxone) administration, the officer shall submit a report detailing the nature
of the incident, the care the patient received and the fact that the Narcan (Naloxone) was
deployed.
The supervisor is responsible for completing the overdose reversal form. The form, along with
the associated report, shall be forwarded to the Narcan (Naloxone) program coordinator at the
DuPage County Health Department for statistical value and tracking within five (5) days of the
administration, for statistical value and tracking and in compliance with program guidelines and
Illinois Compiled Statutes 20 ILCS 301/5-23.
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Appendix I – Naloxone Hydrochloride packet insert

PATIENT INFORMATION
NARCAN (nar´ kan)
(naloxone hydrochloride)
Nasal Spray
You and your family members or caregivers should read this Patient Information leaflet before an
opioid emergency happens. This information does not take the place of talking with your healthcare
provider about your medical condition or your treatment.
What is the most important information I should know about NARCAN Nasal Spray?
NARCAN Nasal Spray is used to temporarily reverse the effects of opioid medicines. The medicine
in NARCAN Nasal Spray has no effect in people who are not taking opioid medicines. Always carry
NARCAN Nasal Spray with you in case of an opioid emergency.
1. Use NARCAN Nasal Spray right away if you or your caregiver think signs or symptoms of an
opioid emergency are present, even if you are not sure, because an opioid emergency can cause
severe injury or death. Signs and symptoms of an opioid emergency may include:
 unusual sleepiness and you are not able to awaken the person with a loud voice or by rubbing
firmly on the middle of their chest (sternum)
 breathing problems including slow or shallow breathing in someone difficult to awaken or who
looks like they are not breathing
 the black circle in the center of the colored part of the eye (pupil) is very small, sometimes called
“pinpoint pupils,” in someone difficult to awaken
2. Family members, caregivers, or other people who may have to use NARCAN Nasal Spray in an
opioid emergency should know where NARCAN Nasal Spray is stored and how to give NARCAN
before an opioid emergency happens.
3. Get emergency medical help right away after giving the first dose of NARCAN Nasal Spray.
Rescue breathing or CPR (cardiopulmonary resuscitation) may be given while waiting for emergency
medical help.
4. The signs and symptoms of an opioid emergency can return after NARCAN Nasal Spray is given.
If this happens, give another dose after 2 to 3 minutes using a new NARCAN Nasal Spray and watch
the person closely until emergency help is received.
What is NARCAN Nasal Spray?
•
 NARCAN Nasal Spray is a prescription medicine used for the treatment of an opioid
emergency such as an overdose or a possible opioid overdose with signs of breathing problems and
severe sleepiness or not being able to respond.
•
 NARCAN Nasal Spray is to be given right away and does not take the place of emergency
medical care. Get emergency medical help right away after giving the first dose of NARCAN Nasal
Spray, even if the person wakes up.
•
 NARCAN Nasal Spray is safe and effective in children for known or suspected opioid
overdose.
Who should not use NARCAN Nasal Spray?
Do not use NARCAN Nasal Spray if you are allergic to naloxone hydrochloride or any of the
ingredients in NARCAN Nasal Spray. See the end of this leaflet for a complete list of ingredients in
NARCAN Nasal Spray.
What should I tell my healthcare provider before using NARCAN Nasal Spray?
Before using NARCAN Nasal Spray, tell your healthcare provider about all of your medical
conditions, including if you:
•
 have heart problems
•
 are pregnant or plan to become pregnant. Use of NARCAN Nasal Spray may cause
withdrawal symptoms in your unborn baby. Your unborn baby should be examined by a healthcare
provider right away after you use NARCAN Nasal Spray.
•
 are breastfeeding or plan to breastfeed. It is not known if NARCAN Nasal Spray passes
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into your breast milk.
Tell your healthcare provider about the medicines you take, including prescription and over-thecounter medicines, vitamins, and herbal supplements.
How should I use NARCAN Nasal Spray?
Read the “Instructions for Use” at the end of this Patient Information leaflet for detailed information about
the right way to use NARCAN Nasal Spray.
 Use NARCAN Nasal Spray exactly as prescribed by your healthcare provider.
 Each NARCAN Nasal Spray contains only 1 dose of medicine and cannot be reused.
 NARCAN Nasal Spray comes in a 2 mg and 4 mg strength. Your healthcare provider will prescribe the one
that is right for you.
 Lay the person on their back. Support their neck with your hand and allow the head to tilt back before
giving NARCAN Nasal Spray.
 NARCAN Nasal Spray should be given into one nostril.
 If additional doses are needed, give NARCAN Nasal Spray in the other nostril.
What are the possible side effects of NARCAN Nasal Spray?
NARCAN Nasal Spray may cause serious side effects, including:
 Sudden opioid withdrawal symptoms. In someone who has been using opioids regularly, opioid withdrawal
symptoms can happen suddenly after receiving NARCAN Nasal Spray and may include:
o body aches
o diarrhea
o increased heart rate
o fever
o runny nose
o sneezing
o goose bumps
o sweating
o yawning
o nausea or vomiting
o nervousness
o restlessness or irritability
o shivering or trembling
o stomach cramping
o weakness
o increased blood pressure
In infants under 4 weeks old who have been receiving opioids regularly, sudden opioid withdrawal may be
life-threatening if not treated the right way. Signs and symptoms include: seizures, crying more than usual,
and increased reflexes.
These are not all of the possible side effects of NARCAN Nasal Spray. Call your doctor for medical advice
about side effects. You may report side effects to FDA at 1-800-FDA-1088.
How should I store NARCAN Nasal Spray?
 Store NARCAN Nasal Spray at room temperature between 59oF to 77oF (15oC to 25oC). NARCAN Nasal
Spray may be stored for short periods up to 104°F (40°C).
 Do not freeze NARCAN Nasal Spray.
 Keep NARCAN Nasal Spray in its box until ready to use. Protect from light.
 Replace NARCAN Nasal Spray before the expiration date on the box.
Keep NARCAN Nasal Spray and all medicines out of the reach of children.
General information about the safe and effective use of NARCAN Nasal Spray.
Medicines are sometimes prescribed for purposes other than those listed in a Patient Information leaflet. Do
not use NARCAN Nasal Spray for a condition for which it was not prescribed. You can ask your pharmacist
or healthcare provider for information about NARCAN Nasal Spray that is written for health professionals.
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What are the ingredients in NARCAN Nasal Spray?
Active ingredient: naloxone hydrochloride
Inactive ingredients: benzalkonium chloride (preservative), disodium ethylenediaminetetraacetate
(stabilizer), sodium chloride, hydrochloric acid to adjust pH and sterile water
NARCAN Nasal Spray is not made with natural rubber latex.
Distributed by Adapt Pharma, Inc., Radnor, PA 19087 USA.
For more information, go to www.narcannasalspray.com or call 1-844-4NARCAN (1-844-462-7226).

HIGHLIGHTS OF PRESCRIBING INFORMATION
These highlights do not include all the information needed to use NARCAN® NASAL SPRAY
safely and effectively. See full prescribing information for NARCAN® NASAL SPRAY.
NARCAN® (naloxone hydrochloride) nasal spray
Initial U.S. Approval: 1971
-----------------------RECENT MAJOR CHANGES--------------------Dosage and Administration, Dosing in Adults and Pediatric Patients (2.2) 02/2017
-----------------------INDICATIONS AND USAGE---------------------NARCAN Nasal Spray is an opioid antagonist indicated for the emergency treatment of known or
suspected opioid overdose, as manifested by respiratory and/or central nervous system depression. (1)
NARCAN Nasal Spray is intended for immediate administration as emergency therapy in settings where
opioids may be present. (1)
NARCAN Nasal Spray is not a substitute for emergency medical care. (1)
-------------------DOSAGE AND ADMINISTRATION----------------• NARCAN Nasal Spray is for intranasal use only. (2.1)
• Seek emergency medical care immediately after use. (2.1)
• Administration of a single spray of NARCAN Nasal Spray intranasally into one nostril. (2.2)
• Administer additional doses of NARCAN Nasal Spray, using a new nasal spray with each dose, if the
patient does not respond or responds and then relapses into respiratory depression, additional doses of
NARCAN Nasal Spray may be given every 2 to 3 minutes until emergency medical assistance arrives.
(2.2)
• Additional supportive and/or resuscitative measures may be helpful while awaiting emergency medical
assistance. (2.2)
----------------DOSAGE FORMS AND STRENGTHS----------------Nasal spray: 2 mg and 4 mg of naloxone hydrochloride in 0.1 ml. (3)
-------------------------CONTRAINDICATIONS-------------------------Hypersensitivity to naloxone hydrochloride. (4)
-------------------WARNINGS AND PRECAUTIONS-----------------• Risk of Recurrent Respiratory and CNS Depression: Due to the
duration of action of naloxone relative to the opioid, keep patient under continued surveillance and
administer repeat doses of naloxone using a new nasal spray with each dose, as necessary, while awaiting
emergency medical assistance. (5.1)
• Risk of Limited Efficacy with Partial Agonists or Mixed Agonists/Antagonists: Reversal of respiratory
depression caused by partial agonists or mixed agonists/antagonists, such as buprenorphine and
pentazocine, may be incomplete. Larger or repeat doses may be required. (5.2)
• Precipitation of Severe Opioid Withdrawal: Use in patients who are opioid dependent may precipitate
opioid withdrawal. In neonates, opioid withdrawal may be life-threatening if not recognized and properly
treated. Monitor for the development of opioid withdrawal. (5.3)
5
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• Risk of Cardiovascular (CV) Effects: Abrupt postoperative reversal of opioid depression may result in
adverse CV effects. These events have primarily occurred in patients who had pre-existing CV disorders
or received other drugs that may have similar adverse CV effects. Monitor these patients closely in an
appropriate healthcare setting after use of naloxone hydrochloride. (5.3)
-------------------------ADVERSE REACTIONS-------------------------------The following adverse reactions were observed in a NARCAN Nasal Spray clinical study: increased
blood pressure, constipation, toothache, muscle spasms, musculoskeletal pain, headache, nasal dryness,
nasal edema, nasal congestion, nasal inflammation, rhinalgia, and xeroderma. (6)
To report SUSPECTED ADVERSE REACTIONS, contact Adapt Pharma, Inc. at 1-8444NARCAN (1-844-462-7226) or FDA at 1-800-FDA-1088 or www.fda.gov/medwatch.
See 17 for PATIENT COUNSELING INFORMATION and FDA-approved patient labeling.
Revised: 02/2017
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FULL PRESCRIBING INFORMATION
1 INDICATIONS AND USAGE
NARCAN Nasal Spray is indicated for the emergency treatment of known or suspected opioid
overdose, as manifested by respiratory and/or central nervous system depression.
NARCAN Nasal Spray is intended for immediate administration as emergency therapy in
settings where opioids may be present.
NARCAN Nasal Spray is not a substitute for emergency medical care.
Limitations of Use:
Restrict prescription of NARCAN Nasal Spray 2 mg to opioid-dependent patients expected to be
at risk for severe opioid withdrawal in situations where there is a low risk for accidental or
intentional opioid exposure by household contacts.
2 DOSAGE AND ADMINISTRATION 2.1 Important Administration Instructions
NARCAN Nasal Spray is for intranasal use only.
No additional device assembly is required.
Because treatment of suspected opioid overdose must be performed by someone other than the
patient, instruct the prescription recipient to inform those around them about the presence of
NARCAN Nasal Spray and the Instructions for Use.
Instruct the patient or caregiver to read the Instructions for Use at the time they receive a
prescription for NARCAN Nasal Spray. Emphasize the following instructions to the patient or
caregiver:
•
 Administer NARCAN Nasal Spray as quickly as possible because prolonged
respiratory depression may result in damage to the central nervous system or death. Since the
duration of action of most opioids exceeds that of naloxone hydrochloride and the suspected
opioid overdose may occur outside of supervised medical settings, seek immediate emergency
medical assistance, keep the patient under continued surveillance until emergency personnel
arrive, and administer repeated doses of NARCAN Nasal Spray, as necessary. Always seek
emergency medical assistance in the event of a suspected, potentially life-threatening opioid
emergency after administration of the first dose of NARCAN Nasal Spray.
•
 Additional doses of NARCAN Nasal Spray may be required until emergency medical
assistance becomes available.
•
 Do not attempt to reuse NARCAN Nasal Spray. Each NARCAN Nasal Spray contains
a single dose of naloxone and cannot be reused.
•

 Re-administer NARCAN Nasal Spray, using a new nasal spray, every 2 to 3 minutes if
7
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the patient does not respond or responds and then relapses into respiratory depression.
•

Administer NARCAN Nasal Spray in alternate nostrils with each dose.

•
 Administer NARCAN Nasal Spray according to the printed instructions on the device
label and the Instructions for Use.
•
 Place the patient in the supine position. Prior to administration, be sure the device nozzle is
inserted in either nostril of the patient and provide support to the back of the neck to allow the head
to tilt back. Do not prime or test the device prior to administration.
•

 To administer the dose, press firmly on the device plunger.

•

 Remove the device nozzle from the nostril after use.

 Turn patient on their side as shown in the Instructions for Use and call for emergency medical
assistance immediately after administration of the first dose of NARCAN Nasal Spray.
2.2 Dosing in Adults and Pediatric Patients.

8
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2.3 Dosing Modifications due to Partial Agonists or Mixed Agonist/Antagonists
• Initial Dosing
The recommended initial dose of NARCAN Nasal Spray in adults and pediatric patients is one spray
delivered by intranasal administration into one nostril.
Repeat Dosing
Seek emergency medical assistance as soon as possible after administering the first dose of NARCAN
Nasal Spray.
The requirement for repeat doses of NARCAN Nasal Spray depends upon the amount, type, and route of
administration of the opioid being antagonized.
Administer NARCAN Nasal Spray in alternate nostrils with each dose.
If the patient responds to NARCAN Nasal Spray and relapses back into respiratory depression before
emergency assistance arrives, administer an additional dose of NARCAN Nasal Spray using a new
NARCAN Nasal Spray and continue surveillance of the patient.
If the desired response is not obtained after 2 or 3 minutes, administer an additional dose of NARCAN
Nasal Spray using a new NARCAN Nasal Spray. If there is still no response and additional doses are
available, administer additional doses of NARCAN Nasal Spray every 2 to 3 minutes using a new
NARCAN Nasal Spray with each dose until emergency medical assistance arrives.
Additional supportive and/or resuscitative measures may be helpful while awaiting emergency medical
assistance.
Reversal of respiratory depression by partial agonists or mixed agonist/antagonists, such as buprenorphine
and pentazocine, may be incomplete and require higher doses of naloxone
hydrochloride or repeated administration of NARCAN Nasal Spray using a new nasal spray [see Warnings
and Precautions (5.2)].
3 DOSAGE FORMS AND STRENGTHS
NARCAN Nasal Spray is supplied as a single-dose intranasal spray containing 2 mg or 4 mg of naloxone
hydrochloride in 0.1 mL.
4 CONTRAINDICATIONS
NARCAN Nasal Spray is contraindicated in patients known to be hypersensitive to naloxone hydrochloride
or to any of the other ingredients.
5 WARNINGS AND PRECAUTIONS
5.1 Risk of Recurrent Respiratory and Central Nervous System Depression
The duration of action of most opioids may exceed that of NARCAN Nasal Spray resulting in a return of
respiratory and/or central nervous system depression after an initial improvement in symptoms. Therefore, it
is necessary to seek emergency medical assistance immediately after administration of the first dose of
NARCAN Nasal Spray and to keep the patient under continued surveillance. Administer additional doses of
NARCAN Nasal Spray if the patient is not adequately responding or responds and then relapses back into
respiratory depression, as necessary [see Dosage and Administration (2.2)]. Additional supportive and/or
resuscitative measures may be helpful while awaiting emergency medical assistance.
5.2 Risk of Limited Efficacy with Partial Agonists or Mixed Agonist/Antagonists
Reversal of respiratory depression by partial agonists or mixed agonist/antagonists such as buprenorphine
and pentazocine, may be incomplete. Larger or repeat doses of naloxone hydrochloride may be required to
antagonize buprenorphine because the latter has a long duration of action due to its slow rate of binding and
subsequent slow dissociation from the opioid receptor [see Dosage and Administration (2.3)]. Buprenorphine
antagonism is characterized by a gradual onset of the reversal effects and a decreased duration of action of
the normally prolonged respiratory depression.
5.3 Precipitation of Severe Opioid Withdrawal
The use of NARCAN Nasal Spray in patients who are opioid-dependent may precipitate opioid withdrawal
characterized by the following signs and symptoms: body aches, diarrhea, tachycardia, fever, runny nose,
sneezing, piloerection, sweating, yawning, nausea or vomiting, nervousness, restlessness or irritability,
shivering or trembling, abdominal cramps, weakness, and increased blood pressure. In neonates, opioid
withdrawal may be life-threatening if not recognized and properly treated and may include the following
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signs and symptoms: convulsions, excessive crying, and hyperactive reflexes. Monitor the patient for the
development of the signs and symptoms of opioid withdrawal.
There are limited data to inform if the 2 mg dose of NARCAN Nasal Spray will avoid precipitation of severe
opioid withdrawal in the setting of opioid dependence. However, the 2 mg dose may not provide an

adequate and timely reversal in persons who may be exposed to an overdose of a potent or very high
dose of opioids.
Abrupt postoperative reversal of opioid depression after using naloxone hydrochloride may result in
nausea, vomiting, sweating, tremulousness, tachycardia, hypotension, hypertension, seizures,
ventricular tachycardia and fibrillation, pulmonary edema, and cardiac arrest. Death, coma, and
encephalopathy have been reported as sequelae of these events. These events have primarily occurred
in patients who had pre-existing cardiovascular disorders or received other drugs that may have
similar adverse cardiovascular effects. Although a direct cause and effect relationship has not been
established, after use of naloxone hydrochloride, monitor patients with pre-existing cardiac disease or
patients who have received medications with potential adverse cardiovascular effects for
hypotension, ventricular tachycardia or fibrillation, and pulmonary edema in an appropriate
healthcare setting. It has been suggested that the pathogenesis of pulmonary edema associated with
the use of naloxone hydrochloride is similar to neurogenic pulmonary edema, i.e., a centrally
mediated massive catecholamine response leading to a dramatic shift of blood volume into the
pulmonary vascular bed resulting in increased hydrostatic pressures.
There may be clinical settings, particularly the postpartum period in neonates with known or
suspected exposure to maternal opioid use, where it is preferable to avoid the abrupt precipitation of
opioid withdrawal symptoms. In these settings, consider use of an alternative, naloxone-containing
product that can be titrated to effect and, where applicable, dosed according to weight. [see Use in
Specific Populations (8.4)].

6 ADVERSE REACTIONS

The following serious adverse reactions are discussed elsewhere in the labeling:
•
 Precipitation of Severe Opioid Withdrawal [see Warnings and Precautions (5.3)]
Because clinical studies are conducted under widely varying conditions, adverse reaction rates
observed in the clinical studies of a drug cannot be directly compared to the rates in the clinical
studies of another drug and may not reflect the rates observed in practice.
The following adverse reactions were observed in a NARCAN Nasal Spray clinical study.
In a pharmacokinetic study of 30 healthy adult volunteers exposed to one spray of NARCAN Nasal
Spray in one nostril or two sprays of NARCAN Nasal Spray, one in each nostril, the most common
adverse reactions were: increased blood pressure, constipation, toothache, muscle spasms,
musculoskeletal pain, headache, nasal dryness, nasal edema, nasal congestion, nasal inflammation,
rhinalgia, and xeroderma.
The following adverse reactions have been identified primarily during post-approval use of naloxone
hydrochloride in the post-operative setting. Because these reactions are reported voluntarily from a
population of uncertain size, it is not always possible to reliably estimate their frequency or establish
a causal relationship to drug exposure: Hypotension, hypertension, ventricular tachycardia and
fibrillation, dyspnea, pulmonary edema, and cardiac arrest. Death, coma, and encephalopathy have
been reported as sequelae of these events. Excessive doses of naloxone hydrochloride in postoperative patients have resulted in significant reversal of analgesia and have caused agitation.
Abrupt reversal of opioid effects in persons who were physically dependent on opioids has
precipitated an acute withdrawal syndrome. Signs and symptoms have included: body aches, fever,
sweating, runny nose, sneezing, piloerection, yawning, weakness, shivering or trembling,
10
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nervousness, restlessness or irritability, diarrhea, nausea or vomiting, abdominal cramps, increased
blood pressure, tachycardia. In some patients, there may be aggressive behavior upon abrupt reversal
of an opioid overdose. In the neonate, opioid withdrawal signs and symptoms also included
convulsions, excessive crying, and hyperactive reflexes.

8 USE IN SPECIFIC POPULATIONS

8.1 Pregnancy
Risk Summary
The limited available data on naloxone use in pregnant women are not sufficient to inform a drugassociated risk. However, there are clinical considerations [see Clinical Considerations]. In animal
reproduction studies, no embryotoxic or teratogenic effects were observed in mice and rats treated
with naloxone hydrochloride during the period of organogenesis at doses equivalent to 6-times and
12-times, respectively, a human dose of 8 mg/day (two NARCAN Nasal Sprays) based on body
surface area comparison [see Data].
The estimated background risk of major birth defects and miscarriage for the indicated population is
unknown. In the U.S. general population, the estimated background risk of major birth defects and
miscarriage in clinically recognized pregnancies is 2% to 4% and 15% to 20%, respectively.
Clinical Considerations
Fetal/Neonatal adverse reactions
Naloxone hydrochloride crosses the placenta, and may precipitate withdrawal in the fetus, as well as
in the opioid-dependent mother [see Warnings and Precautions (5.3)]. The fetus should be evaluated
for signs of distress after NARCAN Nasal Spray is used. Careful monitoring is needed until the fetus
and mother are stabilized.
Data
Animal Data
Naloxone hydrochloride was administered during organogenesis to mice and rats at subcutaneous
doses up to 10 mg/kg/day (equivalent to 6-times and 12-times, respectively, a human dose of 8 mg
(two NARCAN Nasal Sprays)) (based on body surface area comparison). These studies demonstrated
no embryotoxic or teratogenic effects due to naloxone hydrochloride.
Pregnant female rats were administered 2 or 10 mg/kg naloxone subcutaneously from Gestation Day
15 to Postnatal day 21. There were no adverse effects on the offspring (up to 12-times a human dose
of 8 mg/day (two NARCAN Nasal Sprays) based on body surface area comparison).
8.2 Lactation
Risk Summary
There is no information regarding the presence of naloxone in human milk, or the effects of naloxone
on the breastfed infant or on milk production. Studies in nursing mothers have shown that naloxone
does not affect prolactin or oxytocin hormone levels. Naloxone is minimally orally bioavailable.
8.4 Pediatric Use
The safety and effectiveness of NARCAN Nasal Spray have been established in pediatric patients of
all ages for known or suspected opioid overdose as manifested by respiratory and/or central nervous
system depression. Use of naloxone hydrochloride in all pediatric patients is supported by adult
bioequivalence studies coupled with evidence from the safe and effective use of other naloxone
hydrochloride drug products. No pediatric studies were conducted for NARCAN Nasal Spray.
Absorption of naloxone hydrochloride following intranasal administration in pediatric patients may
be erratic or delayed. Even when the opiate-intoxicated pediatric patient responds appropriately to
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naloxone hydrochloride, he/she must be carefully monitored for at least 24 hours, as a relapse may
occur as naloxone hydrochloride is metabolized.
In opioid-dependent pediatric patients, (including neonates), administration of naloxone
hydrochloride may result in an abrupt and complete reversal of opioid effects, precipitating an acute
opioid withdrawal syndrome. Neonatal opioid withdrawal syndrome, unlike opioid withdrawal
syndrome in adults, may be life-threatening, if not recognized, and should be treated according to
protocols developed by neonatology experts [see Warnings and Precautions (5.3)].
In settings such as in neonates with known or suspected exposure to maternal opioid use, where it
may be preferable to avoid the abrupt precipitation of opioid withdrawal symptoms, consider use of
an alternate naloxone-containing product that can be dosed according to weight and titrated to effect.
Also, in situations where the primary concern is for infants at risk for opioid overdose, consider
whether the availability of alternate naloxone-containing products may be better suited than
NARCAN Nasal Spray.
8.5 Geriatric Use
Geriatric patients have a greater frequency of decreased hepatic, renal, or cardiac function and of
concomitant disease or other drug therapy. Therefore, the systemic exposure of naloxone
hydrochloride can be higher in these patients.
Clinical studies of naloxone hydrochloride did not include sufficient numbers of subjects aged 65 and
over to determine whether they respond differently from younger subjects. Other reported clinical
experience has not identified differences in responses between the elderly and younger patients.

12.1 Mechanism of Action
11 DESCRIPTION

NARCAN (naloxone hydrochloride) Nasal Spray is a pre-filled, single dose intranasal spray.
Chemically, naloxone hydrochloride is the hydrochloride salt of 17-Allyl-4,5α-epoxy-3,14dihydroxymorphinan-6-one hydrochloride with the following structure:

C19H21NO4• HCl
M.W. 363.84

Naloxone hydrochloride, an opioid antagonist, occurs as a white to slightly off-white powder, and is
soluble in water, in dilute acids, and in strong alkali; slightly soluble in alcohol; practically insoluble
in ether and in chloroform.
Each NARCAN Nasal Spray contains a 2 mg or 4 mg single dose of naloxone hydrochloride in a 0.1
mL (100 microliter) aqueous solution.
Inactive ingredients include benzalkonium chloride (preservative), disodium
ethylenediaminetetraacetate (stabilizer), sodium chloride, hydrochloric acid to adjust pH, and
purified water. The pH range is 3.5 to 5.5.
12
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12 CLINICAL PHARMACOLOGY

Naloxone hydrochloride is an opioid antagonist that antagonizes opioid effects by competing for the
same receptor sites.
Naloxone hydrochloride reverses the effects of opioids, including respiratory depression, sedation,
and hypotension. It can also reverse the psychotomimetic and dysphoric effects of agonistantagonists such as pentazocine.

12.2 Pharmacodynamics

II.

III.

I.
When naloxone hydrochloride is administered intravenously, the onset of action is generally
apparent within two minutes. The time to onset of action is shorter for intravenous compared to
subcutaneous or intramuscular routes of administration. The duration of action is dependent upon the
dose and route of administration of naloxone hydrochloride.

12.3 Pharmacokinetics

In a pharmacokinetic study in 30 healthy adult subjects, the relative bioavailability (BA) of one nasal
spray in one nostril, consisting of a 2 mg total dose (0.1 mL of 20 mg/mL naloxone hydrochloride
solution) and a 4 mg total dose (0.1 mL of 40 mg/mL naloxone hydrochloride solution), and two
nasal sprays administered as one nasal spray in each nostril, consisting of a 4mg total dose (0.1 mL
of 20 mg/mL naloxone hydrochloride solution in each nostril) and an 8 mg total dose (0.1 mL of 40
mg/mL naloxone hydrochloride solution in each nostril), were compared to a single dose of 0.4 mg
naloxone hydrochloride intramuscular injection. For intranasal administration, the subjects were
instructed not to breathe through the nose during administration of the nasal spray, and remained
fully supine for approximately one hour post-dose. For intramuscular administration, naloxone was
administered as a single injection in the gluteus maximus muscle. The pharmacokinetic parameters
obtained in the study are shown in Table 1.
2 mg– One Nasal
4 mg – Two Nasal
4 mg – One Nasal
8 mg –Two Nasal
0.4 mg
Table 1 Mean
Spray in one nostril Sprays, one in each
Spray in one nostril Sprays, one in each
Intramuscular
Pharmacokinet 20 mg/ml
40 mg/ml
nostril
nostril
Injection
ic Parameters
20 mg/ml
40 mg/ml
(N=29)
(N=29)
(N=29)
(N=29)
(N=29)
(CV%) for
Naloxone
Following
NARCAN
(Naloxone HCl)
Nasal Spray
and
Intramuscular
Injection of
Naloxone HCl
to Healthy
Subjects
Parameter
tmax (h)†
Cmax (ng/mL)
AUCt (hr.ng/mL)
AUC0-inf (h*ng/mL)
t½ (h)
Dose normalized
Relative BA (%) vs.
IM

0.33 (0.25, 1.00)
2.91 (35)
4.60 (27)
4.66 (27)
1.85 (33)
51.7 (22)

0.33 (0.17, 0.57)
6.30 (34)
9.64 (24)
9.74 (24)
2.19 (33)
54.0 (23)

0.50 (0.17, 1.00)
4.83 (43)
7.87 (37)
7.95 (37)
2.08 (30)
44.2 (31)††

0.33 (0.17, 1.00)
9.70 (36)
15.3 (23)
15.5 (23)
2.10 (32)
43.1 (24)

0.38 (0.08, 2.05)
0.88 (31)
1.75 (23)
1.79 (23)
1.24 (26)
100
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IV.

V.
VI.

A1104 – Page 11 of 18
Figure 1 Mean ± SD Plasma Concentration of Naloxone, (a) 0-6 h and (b) 0-1h Following
Intranasal Administration and Intramuscular Injection
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The median naloxone tmax after intranasal administration of NARCAN Nasal Spray (one nasal spray
in one nostril (2 mg or 4 mg) or two nasal sprays as one spray in each nostril (4 mg or 8 mg) was not
significantly different compared to the 0.4 mg dose of naloxone hydrochloride intramuscular
injection (Table 1).
The dose normalized relative bioavailability of one dose (2 mg or 4 mg) or two doses (4 mg or 8 mg)
of NARCAN Nasal Spray as compared to the 0.4 mg dose of naloxone hydrochloride administered
by intramuscular injection was 52%, 44%, 54%, and 43%, respectively.
Distribution
Following parenteral administration, naloxone is distributed in the body and readily crosses the placenta.
Plasma protein binding occurs but is relatively weak. Plasma albumin is the major binding constituent, but
significant binding of naloxone also occurs to plasma constituents other than albumin. It is not known
whether naloxone is excreted into human milk.
Elimination
Following a single intranasal administration of NARCAN Nasal Spray (2 mg or 4 mg dose of naloxone
hydrochloride), the mean plasma half-life of naloxone in healthy adults was approximately 1.85 (33% CV)
hours and 2.08 (30% CV) hours; respectively, which was longer than that observed after administrations of a
0.4 mg naloxone hydrochloride intramuscular injection, where the half-life was 1.24 hours (26% CV).
In a neonatal study of naloxone hydrochloride injection, the mean (± SD) plasma half-life was observed to be
3.1 (± 0.5) hours.
Metabolism
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Naloxone hydrochloride is metabolized in the liver, primarily by glucuronide conjugation, with naloxone-3glucoronide as the major metabolite.
Excretion
After an oral or intravenous dose, about 25-40% of naloxone is excreted as metabolites in urine within 6
hours, about 50% in 24 hours, and 60-70% in 72 hours.
13 NONCLINICAL TOXICOLOGY
13.1 Carcinogenesis, Mutagenesis, Impairment of Fertility
Carcinogenesis
Long-term animal studies to evaluate the carcinogenic potential of naloxone have not been completed.
Mutagenesis
Naloxone was weakly positive in the Ames mutagenicity and in the in vitro human lymphocyte chromosome
aberration test but was negative in the in vitro Chinese hamster V79 cell HGPRT mutagenicity assay and in
the in vivo rat bone marrow chromosome aberration study.
Impairment of Fertility
Male rats were treated with 2 or 10 mg/kg naloxone for 60 days prior to mating. Female rats treated for 14days prior to mating and throughout gestation with the same doses of naloxone (up to 12-times a human dose
of 8 mg/day (two NARCAN Nasal Sprays) based on body surface area comparison). There was no adverse
effect on fertility.
16 HOW SUPPLIED/STORAGE AND HANDLING
16.1 How Supplied
NARCAN Nasal Spray 2 mg is supplied as a carton containing four (4) blister packages (NDC 69547-212-04)
each with a single spray device and as a carton containing twenty-four (24) blister packages (NDC 69547-21224) each with a single spray device.
NARCAN Nasal Spray 4 mg is supplied as Carton containing two (2) blister packages (NDC 69547-353-02)
each with a single spray device.
NARCAN Nasal Spray is not made with natural rubber latex.
16.2 Storage and Handling
Store NARCAN Nasal Spray in the blister and cartons provided.
Store at room temperature 59°F to 77°F (15°C to 25°C). Excursions permitted up to 104°F (40°C). Do not
freeze. Protect from light.
17 PATIENT COUNSELING INFORMATION
Advise the patient and family members or caregivers to read the FDA-approved patient labeling (Patient
Information and Instructions for Use).
Recognition of Opioid Overdose
Inform patients and their family members or caregivers about how to recognize the signs and symptoms of an
opioid overdose such as the following:
 Extreme somnolence - inability to awaken a patient verbally or upon a firm sternal rub.
 Respiratory depression - this can range from slow or shallow respiration to no respiration in a patient who
is unarousable.
 Other signs and symptoms that may accompany somnolence and respiratory depression include the
following:
 Miosis.
 Bradycardia and/or hypotension.
Risk of Recurrent Respiratory and Central Nervous System Depression
Instruct patients and their family members or caregivers that, since the duration of action of most opioids
may exceed that of NARCAN Nasal Spray, they must seek immediate emergency medical assistance after the
first dose of NARCAN Nasal Spray and keep the patient under continued surveillance [see Dosage and
Administration (2.2), Warnings and Precautions (5.3)].
Limited Efficacy for/with Partial Agonists or Mixed Agonist/Antagonists
Instruct patients and their family members or caregivers that the reversal of respiratory depression caused
by partial agonists or mixed agonist/antagonists, such as buprenorphine and pentazocine, may be incomplete
and may require higher doses of naloxone hydrochloride or repeated administration of NARCAN Nasal
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Spray, using a new nasal spray each time [see Dosage and Administration (2.3), Warnings and Precautions
(5.2)].
Precipitation of Severe Opioid Withdrawal
Instruct patients and their family members or caregivers that the use of NARCAN Nasal Spray in patients
who are opioid dependent may precipitate opioid withdrawal [see Warnings and Precautions (5.3), Adverse
Reactions (6)].
Administration Instructions
Instruct patients and their family members or caregivers to:
 Ensure NARCAN Nasal Spray is present whenever persons may be intentionally or accidentally exposed to
an opioid overdose (i.e., opioid emergencies).
 Administer NARCAN Nasal Spray as quickly as possible if a patient is unresponsive and an opioid
overdose is suspected, even when in doubt, because prolonged respiratory depression may result in damage to
the central nervous system or death. NARCAN Nasal Spray is not a substitute for emergency medical care
[see Dosage and Administration (2.1)].
 Lay the patient on their back and administer NARCAN Nasal Spray into one nostril while providing
support to the back of the neck to allow the head to tilt back [see Dosage and Administration (2.1)].
 Use each nasal spray only one time [see Dosage and Administration (2.1)].
 Turn patient on their side as shown in the Instructions for Use and call for emergency medical assistance
immediately after administration of the first dose of NARCAN Nasal Spray. Additional supportive and/or
resuscitative measures may be helpful while awaiting emergency medical assistance [see Dosage and
Administration (2.1)].
 Monitor patients and re-administer NARCAN Nasal Spray using a new NARCAN Nasal Spray every 2 to 3
minutes, if the patient is not responding or responds and then relapses back into respiratory depression.
Administer NARCAN Nasal Spray in alternate nostrils with each dose [see Dosage and Administration (2.1)].
 Replace NARCAN Nasal Spray before its expiration date.
--------------------------------------------------------------------------------------------------------------NARCAN® is a registered trademark licensed by Adapt Pharma Operations Limited.
Distributed by Adapt Pharma, Inc., Radnor, PA 19087 USA.
PATIENT INFORMATION
NARCAN (nar´ kan)
(naloxone hydrochloride)
Nasal Spray
You and your family members or caregivers should read this Patient Information leaflet before an opioid
emergency happens. This information does not take the place of talking with your healthcare provider about
your medical condition or your treatment.
What is the most important information I should know about NARCAN Nasal Spray?
NARCAN Nasal Spray is used to temporarily reverse the effects of opioid medicines. The medicine in
NARCAN Nasal Spray has no effect in people who are not taking opioid medicines. Always carry NARCAN
Nasal Spray with you in case of an opioid emergency.
1. Use NARCAN Nasal Spray right away if you or your caregiver think signs or symptoms of an opioid
emergency are present, even if you are not sure, because an opioid emergency can cause severe injury or
death. Signs and symptoms of an opioid emergency may include:
 unusual sleepiness and you are not able to awaken the person with a loud voice or by rubbing firmly on the
middle of their chest (sternum)
 breathing problems including slow or shallow breathing in someone difficult to awaken or who looks like
they are not breathing
 the black circle in the center of the colored part of the eye (pupil) is very small, sometimes called “pinpoint
pupils,” in someone difficult to awaken
2. Family members, caregivers, or other people who may have to use NARCAN Nasal Spray in an opioid
emergency should know where NARCAN Nasal Spray is stored and how to give NARCAN before an opioid
emergency happens.
3. Get emergency medical help right away after giving the first dose of NARCAN Nasal Spray. Rescue
breathing or CPR (cardiopulmonary resuscitation) may be given while waiting for emergency medical help.
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4. The signs and symptoms of an opioid emergency can return after NARCAN Nasal Spray is given. If this
happens, give another dose after 2 to 3 minutes using a new NARCAN Nasal Spray and watch the person
closely until emergency help is received.
What is NARCAN Nasal Spray?
 NARCAN Nasal Spray is a prescription medicine used for the treatment of an opioid emergency such as an
overdose or a possible opioid overdose with signs of breathing problems and severe sleepiness or not being
able to respond.
 NARCAN Nasal Spray is to be given right away and does not take the place of emergency medical care.
Get emergency medical help right away after giving the first dose of NARCAN Nasal Spray, even if the
person wakes up.
 NARCAN Nasal Spray is safe and effective in children for known or suspected opioid overdose.
Who should not use NARCAN Nasal Spray?
Do not use NARCAN Nasal Spray if you are allergic to naloxone hydrochloride or any of the ingredients in
NARCAN Nasal Spray. See the end of this leaflet for a complete list of ingredients in NARCAN Nasal Spray.
What should I tell my healthcare provider before using NARCAN Nasal Spray?
Before using NARCAN Nasal Spray, tell your healthcare provider about all of your medical conditions,
including if you:
 have heart problems
 are pregnant or plan to become pregnant. Use of NARCAN Nasal Spray may cause withdrawal symptoms
in your unborn baby. Your unborn baby should be examined by a healthcare provider right away after you
use NARCAN Nasal Spray.
 are breastfeeding or plan to breastfeed. It is not known if NARCAN Nasal Spray passes into your breast
milk.
Tell your healthcare provider about the medicines you take, including prescription and over-the-counter
medicines, vitamins, and herbal supplements.
How should I use NARCAN Nasal Spray?
Read the “Instructions for Use” at the end of this Patient Information leaflet for detailed information about
the right way to use NARCAN Nasal Spray.
 Use NARCAN Nasal Spray exactly as prescribed by your healthcare provider.
 Each NARCAN Nasal Spray contains only 1 dose of medicine and cannot be reused.
 NARCAN Nasal Spray comes in a 2 mg and 4 mg strength. Your healthcare provider will prescribe the one
that is right for you.
 Lay the person on their back. Support their neck with your hand and allow the head to tilt back before
giving NARCAN Nasal Spray.
 NARCAN Nasal Spray should be given into one nostril.
 If additional doses are needed, give NARCAN Nasal Spray in the other nostril.
What are the possible side effects of NARCAN Nasal Spray?
NARCAN Nasal Spray may cause serious side effects, including:
 Sudden opioid withdrawal symptoms. In someone who has been using opioids regularly, opioid withdrawal
symptoms can happen suddenly after receiving NARCAN Nasal Spray and may include:
o body aches
o diarrhea
o increased heart rate
o fever
o runny nose
o sneezing
o goose bumps
o sweating
o yawning
o nausea or vomiting
o nervousness
o restlessness or irritability
o shivering or trembling
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o stomach cramping
o weakness
o increased blood pressure
In infants under 4 weeks old who have been receiving opioids regularly, sudden opioid withdrawal may be
life-threatening if not treated the right way. Signs and symptoms include: seizures, crying more than usual,
and increased reflexes.
These are not all of the possible side effects of NARCAN Nasal Spray. Call your doctor for medical advice
about side effects. You may report side effects to FDA at 1-800-FDA-1088.
How should I store NARCAN Nasal Spray?
 Store NARCAN Nasal Spray at room temperature between 59oF to 77oF (15oC to 25oC). NARCAN Nasal
Spray may be stored for short periods up to 104°F (40°C).
 Do not freeze NARCAN Nasal Spray.
 Keep NARCAN Nasal Spray in its box until ready to use. Protect from light.
 Replace NARCAN Nasal Spray before the expiration date on the box.
Keep NARCAN Nasal Spray and all medicines out of the reach of children.
General information about the safe and effective use of NARCAN Nasal Spray.
Medicines are sometimes prescribed for purposes other than those listed in a Patient Information leaflet. Do
not use NARCAN Nasal Spray for a condition for which it was not prescribed. You can ask your pharmacist
or healthcare provider for information about NARCAN Nasal Spray that is written for health professionals.
What are the ingredients in NARCAN Nasal Spray?
Active ingredient: naloxone hydrochloride
Inactive ingredients: benzalkonium chloride (preservative), disodium ethylenediaminetetraacetate
(stabilizer), sodium chloride, hydrochloric acid to adjust pH and sterile water
NARCAN Nasal Spray is not made with natural rubber latex.
Distributed by Adapt Pharma, Inc., Radnor, PA 19087 USA.
For more information, go to www.narcannasalspray.com or call 1-844-4NARCAN (1-844-462-7226).
This Patient Information has been approved by the U.S. Food and Drug Administration. Issued: 02/2017
Instructions for Use
NARCAN (nar´ kan)
(naloxone hydrochloride)
Nasal Spray
You and your family members or caregivers should read the Instructions for Use that comes with NARCAN
Nasal Spray before using it. Talk to your healthcare provider if you and your family members or caregivers
have any questions about the use of NARCAN Nasal Spray.
Use NARCAN Nasal Spray for known or suspected opioid overdose in adults and children.
Important: For use in the nose only.
 Do not remove or test the NARCAN Nasal Spray until ready to use.
 Each NARCAN Nasal Spray has 1 dose and cannot be reused.
 You do not need to prime NARCAN Nasal Spray.
How to use NARCAN Nasal Spray:
Step 1. Lay the person on their back to receive a dose of NARCAN Nasal Spray.
Step 2. Remove NARCAN Nasal Spray from the box. Peel back the tab with the circle to open the NARCAN
Nasal Spray.
Step 3. Hold the NARCAN Nasal Spray with your thumb on the bottom of the plunger and your first and
middle fingers on either side of the nozzle.
Step 4. Tilt the person’s head back and provide support under the neck with your hand. Gently insert the tip
of the nozzle into one nostril until your fingers on either side of the nozzle are against the bottom of the
person’s nose.

20

NARCAN PROGRAM 5.18

Step 5. Press the plunger firmly to give the dose of NARCAN Nasal Spray.
Step 6. Remove the NARCAN Nasal Spray from the nostril after giving the dose.
What to do after NARCAN Nasal Spray has been used:
Step 7. Get emergency medical help right away.
• Move the person on their side (recovery position) after giving NARCAN Nasal Spray.
• Watch the person closely.
• If the person does not respond by waking up, to voice or touch, or breathing normally another dose may be
given. NARCAN Nasal Spray may be dosed every 2 to 3 minutes, if available.
• Repeat Steps 2 through 6 using a new NARCAN Nasal
Spray to give another dose in the other nostril. If additional NARCAN Nasal Sprays are available, Steps 2
through 6 may be repeated every 2 to 3 minutes until the person responds or emergency medical help is
received.
Step 8. Put the used NARCAN Nasal Spray back into its box.
Step 9. Throw away (dispose of) the used NARCAN Nasal Spray in a place that is away from children.
How should I store NARCAN Nasal Spray?
• Store NARCAN Nasal Spray at room temperature between 59°F to 77°F (15°C to 25°C). NARCAN Nasal
Spray may be stored for short periods up to 104°F (40°C).
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• Do not freeze NARCAN Nasal Spray.
• Keep NARCAN Nasal Spray in the box until ready to use. Protect from light.
• Replace NARCAN Nasal Spray before the expiration date on the box.
Keep NARCAN Nasal Spray and all medicines out of the reach of children.
This Instructions for Use has been approved by the U.S. Food and Drug Administration.
Distributed by Adapt Pharma, Inc. Radnor, PA 19087 USA.
For more information, go to www.narcannasalspray.com or call 1-844-4NARCAN (1-844-462-7226).
Issued: 02/2017
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Appendix II – Drug Overdose Reversal And Naloxone Administration Reporting Form
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FIREARMS RESTRAINING ORDERS 5.19
5.19.1

PURPOSE

The purpose of this department order is to provide guidelines for petitioning for and serving
firearms restraining orders and accounting for firearms, any Firearm Owner’s Identification Card,
and concealed carry licenses obtained pursuant to those orders.
Authority 430 ILCS 67/1, et. seq.
5.19.2

POLICY

It is the policy of the Wheaton Police Department to petition for and serve firearms restraining
orders in compliance with state law, and to properly account for firearms, any Firearm Owner’s
Identification Card, and concealed carry licenses obtained by the Department pursuant to such
orders.
5.19.3

DEFINITIONS

Family member of the respondent: a spouse, parent, child, or stepchild of the respondent, any
other person related by blood or present marriage to the respondent, or a person who shares a
common dwelling with the respondent.
Firearms restraining order: an order issued by the court, prohibiting, and enjoining a named
person from having in his or her custody or control, purchasing, possessing, or receiving any
firearms.
Intimate partner: a spouse, former spouse, a person with whom the respondent has or allegedly
has a child in common, or a person with whom the respondent has or has had a dating or
engagement relationship.
Petitioner:
1. a family member of the respondent as defined in this Act; or
2. a law enforcement officer, who files a petition alleging that the respondent poses a
danger of causing personal injury to himself, herself, or another by having in his or her
custody or control, purchasing, possessing, or receiving a firearm.
"Respondent" means the person alleged in the petition to pose a danger of causing
personal injury to himself, herself, or another by having in his or her custody or control,
purchasing, possessing, or receiving a firearm.
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5.19.4

FIREARMS RESTRAINING ORDERS

Firearms restraining orders may be appropriate if a person poses an immediate and present
danger of causing personal injury to him/herself or others by having a firearm in his/her custody
or control (430 ILCS 67/35; 430 ILCS 67/40).
If at all possible, a family member should be directed to fill out a petition for a firearms restraining
order utilizing the Circuit Clerk and State Attorney's office. An officer who reasonably believes
that a firearms restraining order is appropriate should obtain supervisor approval prior to seeking
an order.
An application for a firearms restraining order should be prepared consistent with state law (430
ILCS 67/1 et seq.).
5.19.5

NOTICE TO FAMILIES AND PERSONS AT RISK

If the Petitioner for a firearms restraining order is a Wheaton Police Officer and the Respondent
is alleged to pose a significant danger of causing personal injury to an intimate partner, or an
intimate partner is alleged to have been the target of a threat or act of violence by the
Respondent, the officer shall make a good faith effort to provide notice to any and all intimate
partners of the Respondent.
The notice shall include (430 ILCS 67/35; 430 ILCS 67/40):
a. The department’s intention to petition the court for a firearms restraining order.
b. Information and referrals to appropriate resources, such as counseling services,
domestic violence, or stalking advocacy, if applicable.
Officers should document all reasonable efforts to provide notice.
5.19.6

SURRENDER

Officers serving a firearms restraining order should request that the person who is the subject of
the order immediately surrender all firearms in his/her custody, control, or possession along with
any Firearm Owner’s Identification Card and concealed carry license issued to the person.
Officers shall take custody of any items surrendered.
A receipt identifying all surrendered items should be prepared by the officers and a copy given
to the person. The officers should ensure the original receipt is forwarded to the
Evidence/Property Custodian as soon as practicable. All items collected should be handled and
booked in accordance with evidence packaging and submission guidelines.
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(Officers shall notify the Department of State Police within 7 days of receipt of a concealed carry
license (430 ILCS 66/70)).
The Department is responsible for mailing surrendered Firearm Owner’s Identification Cards and
concealed carry licenses to the Department of State Police (430 ILCS 67/40).
5.19.7

EMERGENCY (14 DAY) & 6-MONTH FIREARMS RESTRAINING ORDERS

The DuPage County Sheriff’s Department is responsible for placing all FROs into the LEADS
system.
Officers who encounter an individual who has an unserved FRO via a LEADS inquiry shall detain
the individual until the order is served using a Short Form Notification form and checking all the
appropriate remedies. See ORDERS OF PROTECTION, subsection 315.5.2 for additional
information regarding the proper service of a Short Form Notification form.
1. (R01) – the respondent shall be prohibited from having in his or her custody or control
any firearms, and is further prohibited from purchasing, possessing, or receiving
additional firearms.
2. (R02) – the respondent shall be required to turn over to the Wheaton Police
Department any Firearms Owner’s Identification Card (FOID) and concealed carry
license in his or her possession.
3. If the FRO requires the respondent to surrender their FOID and CCL license. The
officer shall take custody of the respondent’s FOID and CCL and send them to the
Department of State Police Firearm Services Bureau for safekeeping.
4. Upon the completion of the service of a FRO Short Form Notification form, the officer
shall complete an assist other agency report and document the service and any
additional actions taken.
Officers who believe an individual (respondent) poses an immediate and present danger of
causing personal injury to himself, herself, or another by having in his or her custody or control,
purchasing, possessing, or receiving a firearm may request an emergency FRO from the court
jurisdiction where the individual (respondent) resides.
1. Prior to an officer seeking an emergency FRO, the officer shall discuss the
circumstances surrounding the situation with their immediate supervisor and at the
direction of the supervisor the officer shall contact the DuPage County State’s
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Attorney’s Office or the State’s Attorney’s Office with jurisdiction over where the
individual (respondent) resides for assistance in obtaining the order and a search
warrant. A FRO should be considered when a search warrant based on probable
cause of a crime cannot be established or consent of the individual (respondent)
cannot be obtained to remove firearms for the basis reasons of obtaining an
emergency FRO.
2. Upon the State’s Attorney’s approval, the officer may request an emergency FRO by
filing an affidavit or verified pleading alleging that an individual (respondent) poses an
immediate and present danger of causing personal injury to himself, herself, or
another by having in his or her custody or control, purchasing, possessing, or receiving
a firearm. The officer’s petition shall describe the type and location of any firearm or
firearms presently believed by the petitioner to be possessed or controlled by the
individual (respondent).
3. If the individual (respondent) is alleged to pose an immediate and present danger of
causing personal injury to an intimate partner, or an intimate partner is alleged to
have been the target of a threat or act of violence by the respondent, the officer shall
make a good faith effort to provide notice to any and all intimate partners of the
individual (respondent). The notice must include that the officer intends to petition
the court for an emergency FRO and make a referral to relevant domestic violence or
stalking advocacy or counseling resources, if appropriate. The officer shall attest to
having provided the notice in the filed affidavit or verified pleading. If after making a
good faith effort officer is unable to provide notice to any or all intimate partners, the
affidavit or verified pleading should describe what efforts were made.
5.19.8

SEQUENCE OF STEPS IN THE FILING PROCESS
1. To
begin
the
process
filing
Firearms
onto http://illinoisprotectionorder.org/OOP/

Restraining

Orders,

log

2. On the initial screen, select corresponding county and click “Firearms Restraining
Order”.
3. On the next screen, click on, “If you qualify Start Here to fill out a petition.”
4. Petitioner’s information, name and date of birth must be entered, then click “Start”.
a. The name format should look like the following example for Officer John A.
Smith #123
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1. First: “OFC JOHN” Middle: “A” Last: “SMITH” (The system does not allow
punctuations or numbers to be entered in this section).
2. Verify that there are no spelling errors or an incorrect date of birth, the
system will not allow changes to the petitioner’s information.
3. If an error is made, a new petition must be initiated.
5. A small pop-up will appear, click on “Continue”.
6. The Petitioner’s name and date of birth will reappear in the next screen and
petitioner must click on “New Petition”.
7. A RED receipt number is then generated. Click “Continue”.
a. The law enforcement official should make note of this receipt number to be able
to access the petition at a later time.
b. The receipt number will also be useful for the screening ASA or a member of my
unit to access the petition.
8. At this point the petitioner may begin filling out the Verified Petition for a Firearms
Restraining Order.
9. Once the petition is complete, click “Next”.
a. Note: clicking “Save & Exit” will close the verified petition. To reenter,
the RED receipt number is needed (see instructions below).
10. On the Confirmation page, click “I’m Done”.
a. The petitioner may also click on “Preview” to view the verified petition in a
document format.
11. A small box will pop-up, click “OK”.
12. The application will close out.
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5.19.9

Instructions on reentering a verified petition
1. Follow above instructions #1-4.
a. Petitioner information (name and D.O.B.) MUST be entered exactly as it was
originally entered.
2. Enter RED receipt number and click “Continue Petition”
3. On next screen, click “Continue”.
4. See above instructions #7-11.
5. **ONLY fill out the electronic verified petition at the above website link.
All other forms DO NOT need to be filled out including the following:
a. Search Warrants
b. Summons
c. Emergency Firearms Restraining Order
d. 6 Month Firearms Restraining Order
e. Motion to Terminate Firearms Restraining Order

Firearms restraining order search warrants are issued by a court granting an emergency FRO and
with a finding of probable cause that the respondent possesses firearms. The search warrant will
direct the Wheaton Police Department to seize the respondent's firearms. The court may, as part
of that warrant, direct the Wheaton Police Department to search the respondent's residence and
other places where the court finds there is probable cause to believe he or she is likely to possess
the firearms.
1. Upon the service of a court order directing the execution of a FRO search warrant to
any member of the Records Division or any sworn member of the police the
department, the member shall make immediate notification to the on-duty
sergeant. The on-duty sergeant shall make notification to the next on-duty patrol
lieutenant who shall be responsible for notification to the Deputy Chief of
Operations. The on-duty sergeant will also notify the Detective Lieutenant and in
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their absence the Detective Sergeant. The notified detective supervisor shall be
responsible for notification to the Deputy Chief of Support.
2. The Patrol Lieutenant or in their absence the on-duty sergeant and the notified
detective supervisor will assess the court ordered search warrant and decide the best
course of action to include any tactical team. The detective supervisor shall assign a
detective to serve the warrant, conduct the search of the premises and/or vehicles,
and return the inventory and service of search warrant.
3. The Patrol and Detective supervisors shall create an operational plan and brief the
Deputy Chiefs of Patrol and Support. The Deputy Chief of Patrol shall either approve
or deny the operational plan. In the absence of the Deputy Chief of Patrol, the Deputy
Chief of Support shall approve or deny the operation plan. In absence of both Deputy
Chief of Police, the Chief of Police shall approve or deny the operation plan. The Patrol
or Detective supervisors or their designees assigned to the execution of the search
warrant shall brief the Deputy Chiefs of Police or Chief of Police in their absence of
the outcome of the execution of the search warrant.
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PURPOSE

ADULT ABUSE 5.20

The purpose of this policy is to provide guidelines for the investigation and reporting of suspected
abuse of certain adults who may be more vulnerable than others. This policy also addresses
mandatory notification for Wheaton Police Department members as required by law. For
purposes of this department order, adult abuse includes any offense or attempted offense
involving violence or neglect of an adult victim when committed by a person responsible for the
adult’s care, or any other act that would mandate reporting or notification to a social service
agency.
5.20.2

POLICY

The Wheaton Police Department will investigate all reported incidents of alleged adult abuse
and ensure proper reporting and notification as required by law.
5.20.3

MANDATORY NOTIFICATION

Within 24 hours members of the Wheaton Police Department shall notify the Illinois
Department on Aging or other designated social services agency when:
1. There is reason to believe that an eligible adult, who because of a disability or
other condition or impairment, is unable to seek assistance for him/herself, and;
2. Has, within the previous 12 months, been subjected to abuse, neglect or financial
exploitation (320 ILCS 20/4).
For purpose of this notification, an eligible adult means either:
1. An adult whose disability impairs his/her ability to seek or to obtain protection
from abuse, neglect, or exploitation, and is 18 through 59 years old.
2. A person 60 years of age or older who resides in a domestic living situation.
Incidents of alleged abuse shall continue to be reported pursuant to the Illinois Domestic Violence
Act (320 ILCS 20/4).
The Wheaton Police Department shall also notify the Department on Aging whenever it
determines a death of an eligible adult was caused by abuse or neglect by a caregiver (320 ILCS
20/3).
For incidents involving the death of an eligible adult, notification shall be made to DuPage County
Adult Protection Services and the At-Risk Adult Fatality Review Team.
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5.20.4

QUALIFIED INVESTIGATORS

Qualified investigators should be available to investigate cases of adult abuse. These investigators
should:
a. Conduct interviews in appropriate interview facilities.
b. Coordinate with other enforcement agencies, social service agencies and facility
administrators as needed.
c. Provide referrals to therapy services, victim advocates, guardians and support for the
victim and family as appropriate.
d. Participate in or coordinate with multidisciplinary investigative teams as applicable (320
ILCS 20/3).
5.20.5

INVESTIGATIONS AND REPORTING

All reported or suspected cases of adult abuse require investigation and a report, even if the
allegations appear unfounded or unsubstantiated. Investigations and reports related to
suspected cases of adult abuse should address, as applicable:
a. The overall basis for the contact. This should be done by the investigating officer in all
circumstances where a suspected adult abuse victim is contacted.
b. Any relevant statements the victim may have made and to whom he/she made the
statements.
c. If a person is taken into protective custody, the reasons, the name, and title of the person
making the decision, and why other alternatives were not appropriate.
d. Documentation of any visible injuries or any injuries identified by the victim. This should
include photographs of such injuries, if practicable.
e. Whether the victim was transported for medical treatment or a medical examination.
f. Whether the victim identified a household member as the alleged perpetrator, and a list
of the names of any other potential victims or witnesses who may reside in the residence.
g. Identification of any prior related reports or allegations of abuse, including other
jurisdictions, as reasonably known.
h. Previous addresses of the victim and suspect.
i. Other potential witnesses who have not yet been interviewed, such as relatives or others
close to the victim’s environment.
j. Whether a protective order petition should be filed on behalf of the victim when there is
a reasonable belief that the victim is incapable of filing a petition for him/herself (750 ILCS
60/201). Any unexplained death of an adult who was in the care of a guardian or caretaker
should be considered as potential adult abuse and investigated similarly.
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Any unexplained death of an adult who was in the care of a guardian or caretaker should
be considered as potential adult abuse and investigated similarly.
5.20.6

PROTECTIVE CUSTODY

Before taking an adult abuse victim into protective custody when facts indicate the adult may
not be able to care for him/herself, the officer should make reasonable attempts to contact the
Illinois Department on Aging or other designated social services agency. Generally, removal of an
adult abuse victim from his/her family, guardian or other responsible adult should be left to the
welfare authorities when they are present or have become involved in an investigation.
Generally, members of this department should remove an adult abuse victim from his/her family
or guardian without a court order only when no other effective alternative is reasonably available
and immediate action reasonably appears necessary to protect the victim from continued abuse.
Prior to taking an adult abuse victim into protective custody, the officer should take reasonable
steps to deliver the adult to another qualified legal guardian, unless it reasonably appears that
the release would endanger the victim or result in abduction. If this is not a reasonable option,
the officer shall ensure that the adult is delivered to the Illinois Department on Aging or other
designated social services agency.
The officer should inform a supervisor of the circumstances prior to taking an adult abuse
victim into protective custody. When adult abuse victims are under state control, have a stateappointed guardian or there are other legal holdings for guardianship, it may be necessary or
reasonable to seek a court order on behalf of the adult victim to either remove the adult from a
dangerous environment (protective custody) or restrain a person from contact with the adult.
5.20.7

INTERVIEWS

Absent extenuating circumstances or impracticality, officers should audio record the preliminary
interview with a suspected adult abuse victim. Officers should avoid multiple interviews with the
victim and should attempt to gather only the information necessary to begin an investigation.
When practicable, investigating officers should defer interviews until a person who is specially
trained in such interviews is available and/or the facts and circumstances have been discussed
with the Lieutenant of Investigations, or his/her designee
An officer should not detain an adult involuntarily who is suspected of being a victim of abuse
solely for the purpose of an interview or physical exam without his/her consent or the consent
of a guardian unless a court order or warrant has been issued or one of the following applies:
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Exigent circumstances exist, such as:
1. A reasonable belief that medical issues of the adult need to be addressed
immediately.
2. A reasonable belief that the adult is or will be in danger of harm if the interview or
physical exam is not immediately completed.
3. The alleged offender is a family member or guardian and there is reason to believe
the adult may be in continued danger.
5.20.8

MEDICAL EXAMINATIONS

When an adult abuse investigation requires a medical examination, the investigating officer
should obtain consent for such examination from the victim, guardian, agency, or entity having
legal custody of the adult. The officer should also arrange for the adult’s transportation to the
appropriate medical facility.
In cases where the alleged offender is a family member, guardian, agency, or entity having legal
custody and is refusing to give consent for the medical examination, officers should notify a
supervisor before proceeding. If exigent circumstances do not exist or if state law does not
provide for officers to take the adult for a medical examination, the supervisor should consider
other government agencies or services that may obtain a court order for such an examination.
5.20.9

STATE MANDATES AND OTHER RELEVANT LAWS

5.20.9.1

RECORDS UNIT RESPONSIBILITIES

The Records Unit is responsible for:
a. Providing a copy of the adult abuse report to the Department on Aging or the
designated social services agency as required by law.
b. Retaining the original adult abuse report with the initial case file.
5.20.9.2

RELEASE OF REPORTS

Information related to incidents of adult abuse or suspected adult abuse shall be confidential and
may only be disclosed pursuant to state law and the Records Management and Release Policy
(320 ILCS 20/8).
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5.20.9.3

SUMMARY REPORTS OF DEATH INVESTIGATIONS

This department will provide, upon request, a summary of actions taken in response to a reported
death of an eligible adult to a public or nonprofit agency that has been approved by the
Department on Aging to receive and assess such reports (320 ILCS 20/3).
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5.21.1

PURPOSE

This department recognizes and places a high priority on the rights of all individuals guaranteed
under the Constitution and the laws of this state. When such rights are infringed upon by
violence, threats or other harassment, this department will utilize all available resources to see
that justice is served under the law. This policy provides members of this department with
guidelines for identifying and investigating incidents and crimes that may be motivated by hatred
or other bias.
5.21.2

DEFINITIONS

Hate crime: A specified offense, as defined in 720 ILCS 5/12-7.1, motivated by prejudice based
on the actual or perceived race, color, creed, religion, ancestry, national origin, gender, sexual
orientation, gender identity, national origin, or disability of the victim.
5.21.3

PREVENTING AND PREPARING FOR POTENTIAL HATE CRIMES

While it is recognized that not all crime can be prevented, this department is committed to taking
a proactive approach to preventing and preparing for potential hate crimes by among other
things:
a. The Police Department should make an affirmative effort to establish contact with
persons and groups within the community who are likely targets of hate crimes to
form and cooperate with prevention and response networks.
b. Accessing assistance by community and victim groups when necessary.
c. Providing victim assistance and follow-up as outlined below, including community
follow-up.
5.21.4

PROCEDURE FOR INVESTIGATING HATE CRIMES

Whenever any member of this department receives a report of a suspected hate crime or other
activity that reasonably appears to involve a potential hate crime, the following should occur:
a. Officer(s) will be promptly assigned to contact the victim, witness, or reporting
party to investigate the matter further as circumstances may dictate.
b. A supervisor should be notified of the circumstances as soon as practical.
c. Once “in progress” aspects of any such situation have been stabilized (e.g.,
treatment of victims, apprehension of present suspects, etc.), the assigned
officer(s) will take all reasonable steps to preserve available evidence that may
tend to establish that a hate crime was involved.
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d. The assigned officer(s) will interview available witnesses, victims, and others to
determine what circumstances, if any, indicate that the situation may involve a
hate crime.
e. Depending on the situation, the assigned officer(s) or supervisor may request
additional assistance from detectives or other resources to further the
investigation.
f. The assigned officer(s) will include all available evidence indicating the likelihood
of a hate crime in the relevant report(s). All related reports will be clearly marked
as “Hate Crimes” and, absent prior approval of a supervisor, will be completed and
submitted by the assigned officer(s) before the end of the shift.
g. The assigned officer(s) will provide the victim(s) of any suspected hate crime with
a brochure on hate crimes. Such brochures will also be available to members of
the general public upon request. The assigned officer(s) should also make
reasonable efforts to assist the victim(s) by providing available information on
local assistance programs and organizations.
h. The assigned officer(s) and supervisor should take reasonable steps to ensure that
any such situation does not escalate further (e.g., Possible Order of Protection
through the State's Attorney).
5.21.4.1

INVESTIGATIONS RESPONSIBILITY

If a case is assigned to the Investigations, the assigned detective will be responsible for following
up on the reported hate crime as follows:
a. Coordinate further investigation with the State's Attorney and other appropriate
law enforcement agencies, as appropriate. Federal law also prohibits
discrimination-based acts and may be considered in addition to or in lieu of state
law, depending on the circumstances (18 USC § 245).
b. Maintain contact with the victim and other involved individuals as needed.
c. Ensure that the Records Supervisor is provided with enough information to meet
the reporting requirements of 50 ILCS 709/5-12.
5.21.5

TRAINING

All members of this department will receive ILETSB approved training on hate crimes as provided
by 20 ILCS 2605/2605-390(b).
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5.22.1

PURPOSE

The purpose of this policy is to provide guidelines for alerting the public to important information
and soliciting public aid when appropriate.
5.22.2

POLICY

Public alerts may be employed using the Emergency Alert System (EAS), local radio, television,
social media and press organizations and other groups to notify the public of incidents, or enlist
the aid of the public, when the exchange of information may enhance the safety of the
community. Various types of alerts may be available based upon each situation and the alert
system's individual criteria.
5.22.3

RESPONSIBILITIES

5.22.3.1

EMPLOYEE RESPONSIBILITIES

Employees of the Wheaton Police Department should notify their supervisor, Shift Supervisor
or Investigations Supervisor as soon as practicable upon learning of a situation where public
notification, a warning or enlisting the help of the media and public could assist in locating a
missing person, apprehending a dangerous person, or gathering information.
5.22.3.2

SUPERVISOR RESPONSIBILITIES

A supervisor apprised of the need for a public alert is responsible to make the appropriate
notifications based upon the circumstances of each situation. The supervisor shall promptly
notify members of the Command Staff and the Public Information Office (Communications) when
any public alert is generated.
The supervisor in charge of the investigation to which the alert relates is responsible for the
following:
a.
b.
c.
d.
e.

Updating Command Staff / Police Department, when applicable
Updating alerts
Canceling alerts
Ensuring all appropriate reports are completed
Preparing an after-action evaluation of the investigation to be forwarded to the
Deputy Chief of Support, as directed
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5.22.4

AMBER ALERTS

The AMBER Alert Notification Plan is a tool for law enforcement to promptly notify the media of
a confirmed abduction so the information can be broadcast to the public for assistance in locating
the child and/or abductor. See the department order entitled, “Missing Persons” for the Amber
Alert Authorization Form.
5.22.4.1

CRITERIA

An AMBER Alert should only be implemented when all of the following criteria are met (20 Ill.
Adm. Code 1292.30):
a.
b.
c.
d.
5.22.4.2

A confirmed abduction.
The child must be under the age of 16 or have a proven mental or physical disability.
The agency has a belief the child is in danger of serious bodily harm or death.
There is enough descriptive information about the child, abductor, and/or suspect’s
vehicle to believe an immediate broadcast alert will help.
PROCEDURE

In the event a confirmed child abduction meeting the Illinois AMBER Alert criteria has occurred
the following procedures designed to alert the media shall be followed:
a. Notify the nearest ISP district or call the Illinois State Police Communication Center
(SCC) (217) 786-6677 or fax the AMBER Fax Packet (217) 786-7191.
b. Include detailed information which could be helpful to the public in identifying the
child.
c. Designate a department contact for the ISP SCC (include a name and telephone
number).
d. Designate a secondary number (PIO) for media contacts.
e. Follow department policy regarding the actual investigation process involving any
abducted/kidnapped child incident which takes place within this department’s
jurisdiction.
f. Disseminate necessary abduction information via a LEADS/NLETS message (sent
ISPERN messages shall be coordinated through the ISP district of occurrence).
g. If a current portrait of the child is available, forward it electronically along with a copy
of all abduction details/summaries to the ISP Clearinghouse for Missing and Exploited
Children Manager ( missing@isp.state.il.us ).
h. The individual responsible for making notifications shall also consider the following
resources as the circumstances dictate:
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i.

j.

5.22.5

1. Federal Bureau of Investigation (FBI Local Office).
2. Prompt entry of information into the Missing Person System (LEADS/NCIC).
3. National Center for Missing and Exploited Children (800) 843-5678.
The Investigations investigator or other individual responsible for making notifications
shall prepare and fax to the previously described locations, follow-up press releases
with updates regarding the search and investigation, or immediately upon locating
the abducted child.
The Investigations investigator or other individual responsible for making notifications
shall, immediately upon locating the abducted child, ensure that updated releases to
all previous distributions are sent notifying of the recovery and cancellation of the
missing alerts.
ENDANGERED MISSING PERSON ADVISORY

The Endangered Missing Persons Advisory is a voluntary partnership between law enforcement
and local media to notify the public about a missing and endangered person.
5.22.5.1

CRITERIA

The advisory is initiated by the department utilizing the criteria established in the definitions
section of the Missing Persons Policy (50 ILCS 722/10).
5.22.5.2

PROCEDURE

Upon receipt of a missing person report and using the above criteria, the Investigations
investigator or other individual assigned to the investigation shall promptly determine if there is
a basis to classify the missing person as high-risk and endangered and, following approval by a
supervisor:
a. Immediately enter the missing person information, including any vehicle information,
into the LEADS and the NCIC databases.
b. Complete the Endangered Missing Person Advisory available on the Amber Alert Task
Force website (www.amberillinois.com) and fax the completed form to the Illinois
State Police district of occurrence.
c. If appropriate, coordinate an ISPERN message through the Illinois State Police District
of occurrence.
d. Upload DNA profiles as determined by the State Police into the State DNA Index
System and the National DNA Index System.
e. Submit relevant information to the FBI Violent Criminal Apprehension Program
(ViCAP).
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f. Notify department employees to be on the lookout for the high-risk missing person
and/or suspected abductor.
g. Follow department policy regarding missing persons reporting and documentation,
required notifications, conduct of the investigation, and follow up investigation.
h. Immediately upon locating a missing high-risk individual, ensure that updated
releases to all previous distributions are sent notifying of the recovery and
cancellation of the missing advisory.
5.22.6

CRIMES AGAINST POLICE OFFICERS ADVISORY

The Crimes Against Police Officers Advisory provides a regional system for the rapid
dissemination of information regarding a person who is suspected of committing or attempting
to commit certain crimes against a peace officer (20 ILCS 2605/2605-600).
5.22.6.1

CRITERIA

A Crimes Against Police Officers Advisory may be initiated under the following circumstances (20
ILCS 2605/2605-600):
a. The Department believes that a suspect has committed one or more of the following
offenses against a peace officer:
1. First degree murder
2. Second degree murder
3. Involuntary manslaughter
4. Reckless homicide
5. Concealment of a homicidal death
b. The Department believes that the suspect may be a serious threat to the public.
c. Sufficient information is available to disseminate to the public that could assist in
locating the suspect.
5.22.6.2

PROCEDURE

The Illinois Department of State Police will be contacted with a request to initiate a Crimes
Against Police Officers Advisory (20 ILCS 2605/2605-600).
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5.23.1

PURPOSE

The purpose of this department order is to provide guidelines for the proper managing of
incidents of newborn infant abandonment according to the Abandoned Newborn Infant
Protection Act (325 ILCS 2/10).
5.23.2

ACCEPTANCE

Officers must accept a newborn infant relinquished at the Department (325 ILCS 2/20 (c)). The
State of Illinois defines a newborn infant as a child who a licensed physician reasonably believes
is 30 days old or less at the time the child is initially relinquished (325 ILCS 2/10). Although a
person relinquishing a newborn infant retains the right to limited immunity and anonymity,
officers should request the person’s personal information. Absent any other information, officers
should attempt to obtain any known medical information about the newborn infant.
Any information obtained should be documented in the report and, if appropriate, transmitted
to the hospital or medical facility to which the newborn infant is taken.
If there is no evidence of abuse or neglect of the newborn infant, the relinquishing person has
the right to remain anonymous and leave the premises at any time without being pursued or
followed. The act of relinquishing a newborn infant does not, in and of itself, constitute a basis
for a finding of abuse, neglect or abandonment. If there is suspected abuse or neglect that is not
based solely on the newborn infant’s relinquishment, the relinquishing person no longer has the
right to remain anonymous (325 ILCS 2/30).
5.23.3

MEDICAL CONSIDERATIONS

After accepting a relinquished newborn infant, the officer will request paramedics for a medical
evaluation and transportation to the nearest hospital (325 ILCS 2/20 (c)).
5.23.4

NOTICE TO RELINQUISHING PERSON

When accepting a newborn infant, officers will offer the relinquishing person an information
packet prepared and maintained by the Department for this purpose and referral to
https://www2.illinois.gov/dcfs/safekids/prevention/Pages/com_communications_sumlicen_abi
nfant.aspx (325 ILCS 2/35). If possible, the employee will also inform the relinquishing person of
the following:
a. His/her acceptance of the information is completely voluntary.
b. Registration with the Illinois Adoption Registry and Medical Information Exchange is
voluntary.
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c. He/she will remain anonymous if they complete a Denial of Information Exchange.
d. He/she has the option to provide medical information only and still remain
anonymous.
e. By relinquishing the child anonymously, he/she will have to petition the court of
jurisdiction if he/she desires to prevent the termination of parental rights and regain
custody of the child.
5.23.4.1

SUPERVISOR NOTIFICATION

When accepting a newborn infant, officers will notify their immediate supervisor as soon as
practical.
5.23.4.2

DOCUMENTATION

When accepting a newborn infant, officers will generate a report and document all pertinent
information.
5.23.5

RIGHT OF PARENT TO RETURN

If the parent of a relinquished newborn infant returns to reclaim the infant within 72 hours after
relinquishing the infant at the Department, an officer must inform the parent of the name and
location of the hospital where the infant was transported (325 ILCS 2/20 (c)).
5.23.6

INFORMATION DISCLOSURE

Employees will not publicly disclose any information concerning the relinquishment of a newborn
infant and the individuals involved, except as otherwise provided by law (325 ILCS 2/37).
5.23.7

INVESTIGATIVE RESPONSIBILITIES

Neither a child protective investigation nor a criminal investigation should be initiated solely
because a newborn infant is relinquished (325 ILCS 2/25 (c)). After accepting a newborn infant,
or upon being contacted to assist in regard to a newborn infant relinquished elsewhere, the
handling employee should take the necessary steps to ensure that the infant is not a missing
child.
If there is suspected child abuse or neglect that is not based solely on the newborn infant’s
relinquishment, as mandated reporters under the Abused and Neglected Child Reporting Act
officers shall report their observations (325 ILCS 2/25(b)). In this instance, officers shall begin
their criminal investigation.
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5.23.8

REQUIRED SIGNAGE

The Deputy Chief of Support Services will ensure that an appropriate sign is posted in a
conspicuous place on the exterior of the police facility informing persons that a newborn infant
may be
relinquished at the facility. The sign and its placement will comply with the prescribed
specifications to ensure statewide uniformity (325 ILCS 2/22).
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5.24.1

PURPOSE

In accordance with this department order, the Wheaton Police Department will provide officers
with guidelines for the use and care of full-face respirators (Respiratory Protection). This
equipment is to enable officers a level of protection for incidents involving nuclear, biological, or
chemical weapons. For an identified weapons of mass destruction event, the level of protection
is specifically for use outside of an identified contaminated “Hot Zone Area.” Additionally, sworn
members of the department may be required to carry the respirator at other times when directed
by supervisory personnel.
5.24.2

DEFINITIONS

Air Purifying Respirator (APR): A respirator to be used in toxic environments where the
breathable level of oxygen is known to be sufficient. APRs are designed to protect the wearer for
short periods ONLY.
Assigned Protection Factor (APF): The workplace level of respiratory protection that a
respirator or class of respirators is expected to provide to employees when the employer
implements a continuing, effective respiratory protection program.
Canister or Cartridge: A container with a filter, sorbent, catalyst, or combination of these items,
which removed specific contaminants from the air passed through the container.
Emergency Situation: Any occurrence such as, but not limited to, equipment failure, ruptures of
containers, or failure of control equipment that may, or does result in an uncontrolled
significant release, or an airborne contaminant.
Employee Exposure: Exposure to a concentration of an airborne contaminant that would occur
if the employee were not using respiratory protection.
End-of Service-Life Indicator (ESLI): A system that warns the respirator user of the approach of
the end of adequate respiratory protection, for example, that the sorbent is approaching
saturation or is no longer effective.
Escape-Only Respirator: Means a respirator intended to be used only for emergency exit.
Fit Factor: A quantitative estimate of the fit of a particular respirator to a specific individual, and
typically estimates the ratio of the concentration of a substance in ambient air to its
concentration inside the respirator when worn.
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Fit Test: A test to ensure that an issued respirator is the proper size for the wearer and that an
air-tight seal is achieved between their face and the respirator in order to determine a correct
respirator size and fit.
Immediately Dangerous to Life or Health (IDLH): An atmosphere that poses an immediate
threat to life, would cause irreversible adverse health effects, or would impair an individual's
ability to escape from a dangerous atmosphere.
Maximum Use Concentration (MUC): The maximum atmospheric concentration of a
hazardous substance from which an employee can be expected to be protected when wearing a
respirator and is determined by the assigned protection factor of the respirator or class of
respirators and the exposure limit of the hazardous substance. The MUC can be determined
mathematically by multiplying the assigned protection factor specified for a respirator by the
required OSHA permissible exposure limit, short-term exposure limit, or ceiling limit. When no
OSHA exposure limit is available for a hazardous substance, an employer must determine an MUC
on the basis of relevant available information and informed judgment.
Oxygen Deficient Atmosphere: An atmosphere with oxygen content below 19.5% by volume.
Physician or Other Licensed Health Care Professional (PLHCP): Means an individual whose
legally permitted scope of practice (i.e., license, registration, or certification) allows him/her to
independently provide or delegate the responsibility to provide some or all of the health care
services required of this policy.
Program Administrator: The administrator of the Respiratory Protection Program.
Qualitative Fit Test (QLFT): A pass/fail test to assess the adequacy of respirator fit that relies on
the individual's response to a test agent.
Quantitative Fit Test (QNFT): An assessment of respirator fit by numerically measuring the
amount of leakage into the respirator.
Service Life: The period of time that a respirator, filter or sorbent, or other respiratory equipment
provides adequate protection to the wearer.
User Seal Check: An action conducted by the respirator user to determine if the respirator
properly sealed to the face.
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5.24.3

TRAINING
1. All sworn personnel, and civilian personnel assigned to patrol duties, shall be trained
prior to using a respirator.
2. Training shall cover the proper use of the respirators, including:
a. The units’ limitations and capabilities
b. Checking proper fit and seal
c. Recognizing medical signs and symptoms that may limit, or prevent the effective
use of the respirator
d. Putting on the respirator
e. Putting the canister on the respirator
f. Taking off the respirator
g. Storage of the respirator
h. Proper care and cleaning
3. Refresher training will be conducted on an annual basis

5.24.4

MEDICAL EVALUATIONS

Using a respirator may place a physiological burden on employees that varies with the type of
respirator worn, the job and workplace conditions in which the respirator is used, and the medical
status of the employee. With the exception of extenuating circumstances, prior to the issuing of
an APR to any employee, a medical evaluation questionnaire will be completed by the employee.
The evaluation form will contain the mandatory OSHA questions.
Each evaluation form will be completed and turned over to the Program Administrator, who will
handle the information in a confidential manner. The Program Administrator will then submit the
form to a licenses healthcare professional (LHCP) for review, as required by OSHA Regulation 29
CFR 1910.134 (e) (1) through (e) (7) and Appendix C of same. If the PLHCP needs to clarify any
question, he/she will contact the employee directly.
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If the PLHCP feels a medical condition of the employee may restrict their ability to safely wear
and use a respirator, the employee must submit to further examination. After consulting with
the employee, the physician will then be requested to communicate their findings with the Chief
of Police regarding the employee's ability to safely wear and use the respirator.
All employees who have passed the medical evaluation must be fit-tested according to OSHA
standards and guidelines. The medical evaluation questionnaire and PLHCP's Medical Clearance
for Respirator Use report will be maintained, on file, with the Wheaton Police Department. If
any employee is not able to wear the respirator, per the physician, the employee will be removed
from any contaminated "Hot Zone Area" and reassigned to a safe zone by the shift supervisor.
5.24.5

FIT-TESTING PROCEDURES

At the time of initial issuance and thereafter on an annual basis, a respirator fit test shall be
used to determine the ability of each member to obtain a satisfactory fit with the issued APR, as
required by OSHA Regulation 29 CFR 1410.134 (f) (1) through (f) (8) (iii) and Appendix A of same.
a. Fit testing will be conducted by a trained employee within the department.
b. Fit testing will be conducted using the quantitative or qualitative method.
c. A written record of the fit-test will be completed and maintained by the Program
Administrator of the Respiratory Protection Program.
d. Officers shall be advised; any facial hair must not come between the sealing
surfaces of the face piece or interfere with the valve function. In order to meet
this OSHA requirement, sideburns that extend to the sealing surface are
prohibited, as well as any mustaches which extend beyond the lip line. Beards and
goatees prohibit a successful seal between the respirator and officer.
5.24.6

SELECTION OF RESPIRATORS

The Department selected the AVON FM-12 Air-Purifying Respirator. This respirator is also
widely used by the military for respiratory protection and with the issued canister will protect
the wearer from nuclear, biological, and chemical respiratory threats for a limited amount of
time. In the event the officer is selected to an external specialty assignment, such as MERIT
Metro SWAT, Weapons of Mass Destruction (WMD) or Mobile Field Force (MFF), the officer will
comply with the list of equipment required for participation. This includes the identified
respirator, which shall be utilized by the selected officer in a patrol capacity should the necessity
arise.
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If air-purifying respirators are used, then the respirator must be equipped with an End-ofService-Life Indicator (ESLI), or a filter change schedule must be implemented. This filter change
schedule will include replacing the filter cartridge, which is factory sealed in the plastic covering,
when the cartridge reaches the expiration date marked on the cartridge. If the filter cartridge is
removed from the factory sealed plastic covering prior to reaching the expiration date, the user
shall write the date on the cartridge to indicate the date the plastic covering was removed. The
filter cartridge shall be replaced within one year of the date it was removed from the factory
covering.
For protection against gases and vapors, either atmosphere-supplying respirators or air purifying
respirators must be provided. If air-purifying respirators are used, they must be equipped with
filters certified by NIOSH 42 CFR Part 84. Their use will be in accordance with NIOSH 42 CFR Part
84 and according to the NIOSH Respirator Decision Logic Sequence and NIIOSH Flow Chart.
Assigned Protection Factors (APFs) must use APFs that meet or exceeds the required level of
employee protection. When using a combination respirator, e.g. airline respirators with an airpurifying filter, employers must ensure that the APF is appropriate to the mode of operation in
which the respirator is being used.
Maximum Use Concentration (MUC): The employer must select a respirator for employee use
that maintains the employee's exposure to the hazardous substance, when measured outside
the respirator, at or below the MUC. Employees must not apply MUCs to conditions that are
IDLH. When the calculated MUC exceeds the IDLH level for a hazardous substance, or the
performance limits of the cartridge or canister, then the employer must set the maximum MUC
at the lower limit.
5.24.7

USE OF RESPIRATORS

All sworn personnel shall be issued an APR respirator and filtering canister for use in any incident
where it is suspected that a nuclear, biological, or chemical weapon has been used, OR in
response to a potential exposure to hazardous material in which the filtration of air would
prevent harm to the officer(s). Each sworn officer will be issued the following equipment:
a. One AVON FM-12 Respirator
b. One Filter Canister
c. One Canvass bag
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All personnel will follow the procedures taught at issuance when using the respirator. It is the
responsibility of the recipient of this equipment to maintain it in a clean and good working order
and to report to their immediate supervisor any problems with the equipment, or personal
conditions that may affect their ability to use such equipment safely.
Whenever an employee reasonably believes that an imminent threat of nuclear, biological, or
chemical nature exists, they should put on the respirator, along with the canister that was
provided. Canisters are to remain in their sealed bag until needed. The normal shelf life of a
canister in a sealed bag is ten years. Once the canister has been removed from the sealed bag,
the shelf life is reduced to approximately one year. After putting the respirator on, the employee
should ensure that it has a proper seal by performing a negative pressure test as demonstrated
in training, as required by OSHA Regulation 29 CFR 1910.134 (g) (1) (iii).
If possible, employees should remove themselves from the area of the threat before taking off
the respirator. If the employee is unable to be removed from the threat area, it is imperative
that the respirator remains intact and properly seals the face throughout the duration of the
incident. All personnel who have been issued a respirator will include the respirator as part of
their issued Personal Protective Equipment (PPE)/Bloodborne Pathogen Equipment the
individual carries during deployment.
In the event the State of Illinois, Department of Homeland Security raises the Threat Condition
Advisory to Condition Red (severe risk of terrorist attack), an incident of Weapons of Mass
Destruction has already occurred in Illinois or an attempt is imminent, all personnel who have
been issued a respirator will carry it on their person while on duty until further notice.
Additionally, department personnel may be required to carry the respirator at other times when
directed by supervisory personnel.
5.24.8

ADMINISTRATION OF RESPIRATORY PROTECTION

The Deputy Chief of Support will coordinate/facilitate actions needed for the administration of
this department order and may delegate certain tasks as are necessary. As part of the
administration, record keeping will include medical evaluations and fit testing results (required
by OSHA Regulations 29 CFR 1910.134 and 29 CFR 1910.1020) for at least five years. Additionally,
retention of a written copy of the current respiratory protection program, and all previous
respiratory protection programs covering the previous five years. All retained written materials
are available upon written request to affected employees and to the Illinois Department of Labor
(IDOL), Division of Safety and Health, for examination and copying according to HIPAA.
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5.25.1

POLICY

It shall be the policy of the Wheaton Police Department to comply with regulations of the
Federal Occupational Safety and Health Act relating to occupational exposure of bodily fluids or
other potentially infectious materials, and to inform Department members of appropriate
precautionary measures to be taken in circumstances where members may be exposed to
infectious materials (Bodily fluids include blood, semen and vaginal fluids or other secretions
that might contain these fluids such as saliva, vomit, urine or feces).
5.25.2

DEFINITIONS

All definitions promulgated in Title 29 Code of Federal Regulations 1910.1030 of the Federal
Occupational Safety and Health Act, are accessible at https://www.osha.gov/ and hereinafter
made part of this document, shall apply when referred to herein.
5.25.3

EXPOSURE CONTROL PLAN

The exposure control plan shall be reviewed on an annual basis as required by OSHA
Bloodborne Pathogen Standard (20 CFR 1910.1030). The following members of the Wheaton
Police Department can be reasonably anticipated to be exposed to bodily fluids or other
infectious materials.
1.
2.
3.
4.
5.
5.25.4

All sworn Police personnel
All Community Service Officers
Evidence Officer(s)
Services Personnel
Custodians
PRECAUTIONS

1. Universal precautions as defined under Title 29 CFR 1910.1030 shall be taken by all
members of the Department to prevent contact with bodily fluids or other
potentially infectious materials.
2. Department members shall treat all bodily fluids and other potentially infectious
materials as defined in the O.S.H.A. regulations as potentially infectious, and follow
all precautionary measures outlined in this document at all times, subject to the
direction of the on-duty supervisor.
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3. In the event of any contact of employee's skin with bodily fluids or other potentially
infectious materials, the member shall immediately wash their hands and any other
skin with instant hand sanitizer or antiseptic soap and warm, running water or flush
mucous membranes with water following the contact. Notification to the on-duty
supervisor shall be done immediately following the washing of their hands.
a. Whenever a member of the Department is exposed in the Police Facility to any
bodily fluids or potentially infectious materials, the member shall immediately be
required to wash their hands in warm, running water with a non-abrasive soap,
and then dry their hands with a clean cloth, paper towel or hand blower device.
Any cloth or paper towels used for such purpose shall be disposed of in
accordance with Personal Protective Equipment of this policy. Supervisor
notification shall be completed immediately after washing their hands.
4. Members exposed to bodily fluids or other potentially infectious materials in the
field shall use antiseptic hand cleanser or towelettes provided in Bloodborne
Pathogen kits when adequate hand washing facilities are not available. Supervisor
notification shall be completed immediately after using antiseptic hand cleanser.
a. When antiseptic hand cleanser or towelettes are used, hands shall be washed
with soap and warm, running water as soon as possible.
5. Members wearing protective gloves or other personal equipment after removal of
same shall immediately wash their hands using soap and warm, running water as
soon as possible.
6. When towelettes, paper towels, cloth, rags, or any other materials are used in the
field for cleaning purposes of blood or other potentially infectious situations, such
articles are to be placed in the BIOHAZARD disposal bags provided in the Bloodborne
Pathogen kits, transported to the Police Facility, and placed in an approved
BIOHAZARD disposal container as provided in Personal Protective Equipment of this
policy.
5.25.5

PERSONAL PROTECTIVE EQUIPMENT

The Department shall provide personal protective equipment to Department members. This
equipment shall not permit bodily fluids or other potentially infectious materials to pass
through nor reach employee’s work clothes, uniforms, duty gear, street clothes,
undergarments, skin, eyes, mouth nor mucous membranes under normal conditions when the
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personal protective equipment is worn.
Personal protective equipment shall be available at the following locations:
a. All marked and unmarked Police vehicles;
b. All workstations of members who may be exposed to blood or other potentially
infectious materials, specifically, but not limited to, the Evidence Room, Evidence
Processing area and Services Center;
Personal protective equipment may consist of the following:
a. Disposable (single use) gloves
b. Face shield mask (e.g., N95, KN95, surgical mask, goggles)
c. C.P.R. pocket mask
Personal protective equipment shall be worn by Department members as follows:
a. Disposable gloves shall be worn whenever a member can reasonably expect to
have contact with bodily fluids, other potentially infectious materials, mucous
membranes, and non-intact skin, and whenever a member handles or touches
contaminated items or surfaces.
b. Eye protection, masks and gowns shall be worn by Department members
whenever splashes, spray, spatter, or droplets of bodily fluids, or other
potentially infections materials, may be generated, and eye, nose or mouth
contamination can be reasonably expected.
c. Surgical caps or hoods and/or shoe covers shall be worn in instances where gross
contamination can reasonably be expected (i.e., autopsy). Gowns, caps, hoods,
and shoe covers will be provided by Coroner or hospital personnel.
d. Pocket masks shall be worn by members whenever they perform
cardiopulmonary resuscitation (C.P.R.) to create a physical barrier between the
victim and the member performing mouth-to-mouth resuscitation.
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Supervisory members shall ensure that subordinates use appropriate personal protective
equipment as required in this policy, except in those cases where a member temporarily and
briefly declined to use personal protective equipment based on the member’s professional
judgment that in the specific instance the use of such protective equipment have posed an
increased hazard to the safety of others. Those circumstances shall be investigated and
documented by the member’s immediate supervisor to determine whether changes can be
instituted to prevent such occurrences in the future.
Personal protective equipment provided by the Department shall be of a disposable type, and
not laundered or re-used. The use of such supplies shall be reported to the immediate
supervisor for replacement and restocking purposes. Furthermore, all personal protective
equipment should be removed from the location where they were used and disposed of
pursuant to the guidelines set forth in this document.
All contaminated personal protective equipment shall be disposed of by the member(s) who
used the equipment, following these procedures:
a. The personal protective items shall be placed in the BIOHAZARD-labeled bag
provided with each personal protective kit.
b. The member shall place the BIOHAZARD-labeled bag in the BIOHAZARD-marked
disposal receptacle, located in the Property/Evidence common area in the Police
facility.
c. An additional BIOHAZARD disposal receptacle shall be placed in the sallyport
garage for use by Detention Center personnel.
d. BIOHAZARD labels shall conform to the requirements of the Federal
Occupational Safety and Health Act and be either fluorescent orange or orangered in color.
e. The Department shall dispose of all BIOHAZARD-labeled materials in accordance
with current legal requirements and regulations governing same.
5.25.6

WORK ENVIRONMENT CONSIDERATIONS
a. Members of the Department shall ensure that all work site areas where they are
assigned are maintained in clean and sanitary condition.
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b. All working surfaces shall be cleaned and decontaminated with an appropriate
disinfectant as soon as possible after coming into contact with bodily fluids or
other potentially infectious materials. Disinfectants shall be of a tuberculocidal
type.
c. Surfaces, such as the interior of police vehicles where bodily fluids or other
potentially infectious materials are overtly contaminated, or after any spill of
bodily fluids or other potentially infectious materials has occurred, shall be
cleaned and decontaminated immediately after the spill or overt contamination
incident.
1. In the event a police vehicle is exposed to bloodborne pathogens, it shall
immediately be tagged as out of service, secured in an area exterior to the
Police Facility, clearly marked on the exterior as out of service and
appropriate information entered on the briefing sheet. The operator of the
vehicle shall report such incident to the lieutenant who shall seek
authorization from the Operations Deputy Chief for cleaning by an
appropriate private contractual cleaner, i.e., Aftermath.
2. When an area of the Police Facility has been contaminated, the immediate
area and close proximity shall be secured and posted in an appropriate
manner and appropriate entry made on the briefing sheet. The member
shall report such incident to the lieutenant who shall seek authorization from
the Operations Deputy Chief for cleaning by an appropriate private
contractual cleaner, i.e., Aftermath.
d. Receptacles used for disposing of needles/sharps, blood or other potentially
infectious materials shall be inspected for contamination. Receptacles shall be
cleaned and decontaminated immediately once visibly contaminated. These
containers, in addition to bearing the required BIOHAZARD labels, shall be:
1. Closeable;
2. Constructed to contain all contents and prevent leakage of fluids during
handling, storage, transport, or shipping.
3. Secured prior to removal or transport to prevent spillage or protrusion of
contents during handling, storage, transport, or shipping.
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4. If the exterior of containers are damaged or compromised to the point of
allowing leakage, they shall be placed in a second container. The second
container shall be:
a. Closeable;
b. Constructed to contain all contents and prevent leakage of fluids during
handling, storage, transport, or shipping;
c. Handled in accordance with Section III.C.9.a-d of this order as a
BIOHAZARD; and,
d. Be closed and secured with a cover prior to removal to prevent spillage or
protrusion of contents during handling storage, transport, or shipping.
5. Contaminated needles and sharps shall be disposed of without shearing or
breaking. These items shall be disposed of in puncture-resistant,
BIOHAZARD-labeled containers, having leak-proof sides and bottoms.
6. Disposal of regulated waste shall be in accordance with applicable
regulations of the United States, State of Illinois and any other County or
local regulations.
7. Disposal of regulated waste shall be performed by a vendor, approved by the
Chief of Police, at a licensed disposal facility.
5.25.7

LAUNDRY

Contaminated laundry shall include, but not necessarily be limited to, the following:
a. Personnel uniforms and clothing items worn on-duty, including undergarments,
socks, shoes, outer-wear, leather, and duty gear, whether Department supplied
or personally owned, which have been exposed to bodily fluids or other
potentially infectious material.
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b. All non-disposable blankets, bedding materials, and prisoner clothing supplied by
the Department and wiping cloths of a non-disposable nature used in the
Detention Center, regardless of whether the aforementioned items were
contaminated or uncontaminated from bodily fluids or other potentially
infectious material.
Contaminated laundry shall be contained in the location where used, with minimal handling
and agitation, and shall be bagged or containerized at the location where it was used, and not
sorted or rinsed in the location of use.
Containers and bags used for storing contaminated laundry shall be constructed of materials
which prevent soaking through or leakage of fluids to the exterior.
Any member handling contaminated laundry shall wear disposable protective gloves. When
circumstances indicate the possibility of splashing or spillage of bodily fluids or other potentially
infectious materials on/from laundry, appropriate additional personal protective equipment or
gear shall be worn by any member when handling both contaminated and uncontaminated
articles or equipment.
a. Surgical gloves shall be removed by grasping the upper portion of the glove with
the forefinger and thumb of the opposing hand while simultaneously
withdrawing the hand so that the exterior of the glove and any contaminant is
contained within the glove. The remaining glove shall be removed by grasping
an uncontaminated area of the upper portion of the glove with the forefinger
and thumb of the ungloved hand while simultaneously withdrawing the hand.
b. Exposure of a member’s uniform(s) or clothing items to bodily fluids or other
potentially infectious materials shall require changing of clothes and duty gear at
the Police Facility immediately after the exposure and bag the uniform items
with a BIOHAZARD label.
c. In no case shall a member launder any clothing items (including uniform items)
at their residence, a commercial laundromat, or cleaners, or at the Police facility
which may have been exposed to bodily fluids or other potentially infectious
materials.
d. All contaminated laundry shall be cleaned and decontaminated by the
Department, at Department expense by a Department approved cleaner(s).
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5.25.8

TRAINING

All members of the Wheaton Police Department performing duties likely to involve
occupational exposure to bodily fluids or other potentially infectious materials shall receive
training conducted in compliance with OSHA regulations and the City of Wheaton Employee
Manual.
The training shall be provided by the Department and shall consist of the following:
a. A copy of the OSHA standards on Bloodborne Pathogens shall be provided to
each member before or during the training.
b. A general explanation of the epidemiology and symptoms of Bloodborne
diseases.
c. An explanation of the modes of transmission of Bloodborne pathogens.
d. An explanation of the appropriate methods for recognizing tasks and other
activities that may involve exposure to bodily fluids and other potentially
infectious materials.
e. An explanation of the use and limitations of methods that will prevent or reduce
exposure, including appropriate engineering controls, work practices and
personal protective equipment.
f. Information on the types, proper use, location, removal, handling,
decontamination, and disposal of personal protective equipment.
g. An explanation of the basis for selection of personal protective equipment.
h. Information on the Hepatitis B Vaccine, including information on its efficacy,
safety, method of administration, the benefits of being vaccinated, and that the
vaccine will be offered at no cost to the employee.
i.

An explanation of the procedure to be followed in the event of a Bloodborne
pathogen exposure incident, including the method of reporting the incident and
the medical follow-up that will be made available.
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j.

Information on the Post-Exposure Evaluation and follow-up that the
Department/City is required to provide for the employee following an exposure
incident.

k. An explanation of the BIOHAZARD signs and ‘color-coding’ methods used to
mark blood or other potentially infectious materials.
l.

An opportunity for interactive questions and answers with the person(s)
conducting the Training Session.

Newly hired Department members shall receive mandatory training from the Training Officer
on the OSHA Bloodborne Pathogen standards and this order during initial department
orientation.
Additional training shall be provided to Department members when changes such as
modification of tasks or procedures or the institution of new tasks or procedures affects the
member’s occupational exposure. The training may be limited solely to addressing the new
exposures created.
5.25.9

RECORD KEEPING

Human Resources shall establish and maintain an accurate record for each member with
occupational exposure to include:
a. The name and Social Security number of each member.
b. A copy of all Hepatitis B Vaccination records of members, including the dates of
vaccinations and any medical records relative to the member’s ability to receive
Hepatitis B vaccinations.
c. Healthcare professional written opinions or whether a member has received
Hepatitis B vaccinations, or any medical records relative a member’s ability to
receive Hepatitis B Vaccinations.
d. Declination forms from members who voluntarily decline a vaccination.
e. A copy of the information provided to the healthcare professional.
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f. A copy of post-exposure information supplied to the Department by the
healthcare professional.
All medical records specified in this order shall be kept confidential and are not disclosed nor
reported without the member’s express ‘written consent’ to any person within or outside of
the Department, except as required by this document or may be required by law.
5.25.9.1

TRAINING RECORDS

The following information shall be maintained by the Department training Officer on required
training as outlined in this procedure:
a. Dates of the training sessions;
b. Contents/summary of the sessions;
c. Names/jobs titles of all persons attending the sessions; and,
d. Names/qualifications of the person(s) conducting the sessions.
The aforementioned records shall be maintained a minimum of three (3) years after the training
was attended/provided.
5.25.9.2

VACCINATIONS

Hepatitis B vaccinations shall be made available at no cost to all Department members after the
member receives the initial training, as specified in Section IV of this policy. The DuPage County
Health Department shall be the Department’s approved vendor for vaccinating Department
members unless otherwise provided.
Members may either elect to receive the vaccination or voluntarily decline, however, personnel
declining same must declare their intentions in writing and execute the Hepatitis B Vaccination
Declination Form contained in Appendix B. Any member who declines to be vaccinated shall do
so in writing in the manner prescribed by OSHA (see Appendix B of this document). If a member
initially declines the Hepatitis B vaccination but elects at a later date to accept the vaccination,
the Department shall make available the Hepatitis B vaccination at that time at no cost to the
employee. If a booster dose of the Hepatitis B vaccine is recommended at a later date, the
Department shall make the vaccination opportunity available at no cost to all members
requiring such ‘booster’ dosage.
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Any member who experiences direct occupational exposure (i.e., needlestick) to blood or other
bodily fluid that might contain human immunodeficiency virus (HIV) shall have the option of
receiving the post exposure prophlyaxis (PEP) regimens as recommended by the US
Department of Health and the Center for Disease Control and Prevention at no cost to the
employee.
5.25.9.3

POST-EXPOSURE EVALUATION AND FOLLOW-UP

If a member of the Department experiences an exposure incident, the Department shall make
immediately available to the member a confidential Medical Evaluation and follow-up to
include, but not limited to, the following elements:
a. Documentation of the route(s) of exposure and the circumstances under which
the ‘exposure incident’ occurred; and,
b. Identification/documentation of the ‘source’ individual, unless the Department
can establish that identification is infeasible or prohibited by State or Local law.
The ‘source’ individual’s blood shall be tested as soon as feasible and after consent is obtained
in order to determine Hepatitis B Viruses (HBV) and Human Immunodeficiency Viruses (HIV)
infectivity. If consent is not obtained, the Department shall establish that legally required
consent cannot be obtained. When the ‘source’ individual’s consent is not required by law, the
‘source’ individual’s blood, if available, shall be tested and the results documented. When the
‘source’ individual is already confirmed by available medical report(s) to be infected with HBV
or HIV, testing for the ‘source’ individual’s known HBV or HIV status need not be repeated.
Results of the ‘source’ individual’s testing shall be made available to the exposed Department
member, and the member shall be informed of applicable laws and regulations concerning
disclosure of the identity and infectious status of the ‘source’ individual.
Collection of blood from Department members who may have been exposed to HBV or HIV
shall be in accordance with all State and Federal regulations pertaining to same.
Post-exposure prevention counseling and an evaluation of reported illnesses may also be
recommended by the treating healthcare professional for any Department member.
The Department shall ensure provision of a copy of OSHA Bloodborne Pathogen Standards
(Appendix A) to the treating healthcare professional(s) in all cases where the healthcare
professional is evaluating a member after an exposure incident. In addition, the healthcare
professional shall receive, but not limited to:
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a. A description of the exposed member’s duties as they relate to the exposure
incident;
b. Documentation of the route(s) of exposure and circumstances under which
exposure occurred;
c. If available, results of the ‘source’ individual’s blood testing; and,
d. All medical records relevant to the appropriate treatment of the member,
including vaccination status, which the Department is responsible for
maintaining.
The Department shall obtain and provide the employee with a copy of the evaluating
healthcare professional’s written opinion within fifteen (15) days of the completion of the
evaluation.
The healthcare professional’s written opinion for the Hepatitis B vaccination shall be limited to
whether the Hepatitis B vaccination is indicated for a member, and if the member has received
such vaccination. This section applies only to those employees receiving a Hepatitis B
vaccination previous to this policy, or in the event any member elects to be vaccinated by a
certified healthcare professional other than the service provided by the Police Department.
In the case of a ‘post-exposure’ incident, the following information shall be provided by the
healthcare professional to the Department:
a. The employee has been informed of the results of the evaluation; and,
b. The employee has been appraised of any medical conditions resulting from
exposure to blood or other potentially infectious materials which require further
evaluation or treatment.
All other findings/diagnoses shall remain confidential and shall not be included in the written
report.
Members who have an exposure incident shall immediately notify their supervisor who shall be
responsible for the member seeking immediate medical treatment at a Department-approved
healthcare facility prior to or immediately following completion of their tour of duty.
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Any member involved in an exposure incident shall report such exposure to his/her immediate
supervisor who shall complete appropriate worker’s compensation insurance forms and
documents as required.
Any member involved in an exposure incident shall fully document such exposure by
memorandum to their immediate supervisor and an incident evaluation that outlines, but not
limited to, the following:
a. Routes of exposures;
b. Circumstances surrounding the exposure; and,
c. Description of protective gear employed in the incident.
The memorandum shall be forwarded to the member’s immediate supervisor, who shall review
same and forward the memorandum to the Deputy Chief for final evaluation and review.
Appendix A – Hepatitis B Vaccine Declination
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APPENDIX A

I understand that due to my occupational exposure to blood or other potentially
infectious materials I may be at risk of acquiring hepatitis B virus (HBV) infection. I have been
given the opportunity to be vaccinated with hepatitis B vaccine, at no charge to myself. However,
I decline hepatitis B vaccination at this time. I understand that by declining this vaccine, I continue
to be at risk of acquiring hepatitis B, a serious disease. If in the future I continue to have
occupational exposure to blood or other potentially infectious materials and I want to be
vaccinated with hepatitis B vaccine, I can receive the vaccination series at no charge to me.
Employee Signature
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PUBLIC RECORDING OF LAW ENFORCEMENT ACTIVITY 5.26
5.26.1

PURPOSE

This policy provides guidelines for handling situations in which members of the public photograph
or audio/video record law enforcement actions and other public activities that involve members
of this department. In addition, this policy provides guidelines for situations where the recordings
may be evidence (50 ILCS 706/10-20).
5.26.2

POLICY

The Wheaton Police Department recognizes the right of persons to lawfully record members
of this department who are performing their official duties. Members of this department will not
prohibit or intentionally interfere with such lawful recordings. Any recordings that are deemed
to be evidence of a crime or relevant to an investigation will only be collected or seized lawfully.
5.26.3

RECORDING LAW ENFORCEMENT ACTIVITY

Members of the public who wish to record law enforcement activities are limited only in certain
aspects.
a. Recordings may be made from any public place or any private property where
the individual has the legal right to be present (720 ILCS 5/14-2; 50 ILCS 706/1020).
b. Beyond the act of photographing or recording, individuals may not interfere with
the law enforcement activity. Examples of interference include, but are not
limited to (50 ILCS 706/10-20):
1. Inciting others to violate the law.
2. Being so close to the activity as to present a clear safety hazard to the
officers.
3. Being so close to the activity as to interfere with an officer’s effective
communication with a suspect or witness.
4. Engaging in any other action that could interfere with an officer's ability to
maintain safety and control, secure crime scenes and accident sites, protect
the integrity and confidentiality of investigations or protect the public safety
and order.
5.26.4

OFFICER RESPONSE

Officers should promptly request that a supervisor respond to the scene whenever it appears
that anyone recording activities may be interfering with an investigation or it is believed that
the recording may be evidence. If practicable, officers should wait for the supervisor to arrive
before taking enforcement action or seizing any cameras or recording media.
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Whenever practicable, officers or supervisors should give clear and concise warnings to
individuals who are conducting themselves in a manner that would cause their recording or
behavior to be unlawful. Accompanying the warnings should be clear directions on what an
individual can do to be compliant; directions should be specific enough to allow compliance. For
example, rather than directing an individual to clear the area, an officer could advise the person
that he/she may continue observing and recording from the sidewalk across the street.
If an arrest or other significant enforcement activity is taken as the result of a recording that
interferes with law enforcement activity, officers shall document in a report the nature and
extent of the interference or other unlawful behavior and the warnings that were issued.
5.26.5

SUPERVISOR RESPONSIBILITIES

A supervisor should respond to the scene when requested or any time the circumstances
indicate a likelihood of interference or other unlawful behavior. The supervisor should review
the situation with the officer and:
a. Request any additional assistance as needed to ensure a safe environment.
b. Take a lead role in communicating with individuals who are observing or
recording regarding any appropriate limitations on their location or behavior.
When practical, the encounter should be recorded.
c. When practicable, allow adequate time for individuals to respond to requests for
a change of location or behavior.
d. Ensure that any enforcement, seizure, or other actions are consistent with this
policy and constitutional and state law.
e. Explain alternatives for individuals who wish to express concern about the
conduct of Department members, such as how and where to file a complaint.
5.26.6

SEIZING RECORDINGS AS EVIDENCE

Officers should not seize recording devices or media unless (42 USC § 2000aa):
a. There is probable cause to believe the person recording has committed or is
committing a crime to which the recording relates, and the recording is
reasonably necessary for prosecution of the person.
1. Absent exigency or consent, a warrant should be sought before seizing or
viewing such recordings. Reasonable steps may be taken to prevent erasure
of the recording.
b. There is reason to believe that the immediate seizure of such recordings is
necessary to prevent serious bodily injury or death of any person.
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c. The person voluntary consents.
1. The consent should be recorded or provided in writing, when practicable.
2. If the original recording is provided, a copy of the recording should be
provided to the recording party, if practicable. The recording party should be
permitted to be present while the copy is being made, if feasible. Another
way to obtain the evidence is to transmit a copy of the recording from a
device to a department device.
Recording devices and media that are seized will be submitted within the guidelines of
the department order entitled Property and Evidence Control.
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5.27.1

PURPOSE

The purpose of this department order is to provide members of this department with guidelines
for investigating the acquisition, possession, transportation, delivery, production or use of
cannabis under the Illinois Compassionate Use of Medical Cannabis Pilot Program Act (the Act)
(410 ILCS 130/1 et seq.).
5.27.2

DEFINITIONS

Definitions related to this policy include (410 ILCS 130/10):
Authorized amount: No more than 2.5 ounces of usable cannabis unless the person has a
Department of Public Health-approved quantity waiver for more than 2.5 ounces. The premixed weight of cannabis used in making cannabis-infused products shall apply toward the
authorized amount of cannabis.
Cardholder: A person who has been issued a valid registry identification card by the
Department of Public Health.
Dispensary: An organization or business that is registered by the Department of Financial and
Professional Regulation to acquire medical cannabis from a registered cultivation center for the
purpose of dispensing cannabis, paraphernalia or related supplies and educational materials to
cardholders.
Medical use of cannabis: The acquisition, administration, delivery, possession, transfer,
transportation or use of cannabis to treat or alleviate a person’s debilitating medical condition
or symptoms associated with the debilitating medical condition.
Qualifying patient: A person who has been diagnosed by a physician as having a debilitating
medical condition listed in 410 ILCS 130/10(h).
Registered designated caregiver: A person who has a valid registry identification card to assist
a qualifying patient with the medical use of cannabis.
Registry identification card: A document issued by the Department of Public Health that
identifies a person as a registered qualifying patient or registered designated caregiver.
Usable cannabis: The seeds, leaves, buds, and flowers of the cannabis plant. It does not include
the stalks and roots of the plant or the weight of any non-cannabis ingredients combined with
cannabis, such as ingredients added to prepare a topical administration, food, or drink.
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5.27.2

POLICY

It is the policy of the Wheaton Police Department to prioritize resources to avoid making
arrests related to cannabis that the arresting officer reasonably believes would not be
prosecuted by state or federal authorities.
Illinois medical cannabis laws are intended to provide protection from arrest and prosecution
to those who comply with the registration requirements of the law and who use, possess or
provide care to mitigate the symptoms of certain chronic or debilitating medical conditions, or
produce or deliver cannabis. However, Illinois medical cannabis laws do not affect federal laws
and there is no medical exception under federal law for the possession or distribution of
cannabis.
The Wheaton Police Department will exercise discretion to ensure laws are appropriately
enforced without unreasonably burdening both those individuals protected under Illinois law
and the resources of the Department.
5.27.3

INVESTIGATION

Investigations involving the possession, delivery, production or use of cannabis generally fall
into one of two categories:
a. Investigations when no person makes a medicinal claim
b. Investigations when a medicinal claim is made by a cardholder
5.27.3.1

INVESTIGATIONS WITH NO MEDICINAL CLAIM

In any investigation involving the possession, delivery, production or use of cannabis or drug
paraphernalia where no person claims that the cannabis is used for medicinal purposes, the
officer should proceed with a criminal investigation. A medicinal defense may be raised at any
time, so officers should document any statements and observations that may be relevant to
whether the cannabis was possessed or produced for medicinal purposes.
5.27.3.2

INVESTIGATIONS INVOLVING A CARDHOLDER

Pursuant to 410 ILCS 130/10, “Adequate supply” means:
1. 2.5 ounces of usable cannabis during a period of 14 days and that is derived solely
from an intrastate source.
2. Subject to the rules of the Department of Public Health, a patient may apply for a
waiver where a certifying health care professional provides a substantial medical
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basis in a signed, written statement asserting that, based on the patient's medical
history, in the certifying health care professional's professional judgment, 2.5
ounces is an insufficient adequate supply for a 14-day period to properly alleviate
the patient's debilitating medical condition or symptoms associated with the
debilitating medical condition.
3. This subsection may not be construed to authorize the possession of more than 2.5
ounces at any time without authority from the Department of Public Health.
4. The pre-mixed weight of medical cannabis used in making a cannabis infused
product shall apply toward the limit on the total amount of medical cannabis a
registered qualifying patient may possess at any one time.
(a-5) "Advanced practice registered nurse" means a person who is licensed under
the Nurse Practice Act as an advanced practice registered nurse and has a
controlled substances license under Article III of the Illinois Controlled Substances
Act.
Despite the existence of a valid registry identification card if there is evidence that the conduct
related to cannabis was not for the purpose of treating or alleviating the qualifying patient’s
medical condition or symptoms associated with the medical condition, a criminal investigation
should occur (410 ILCS 130/25(a)-(d)).
Registered qualifying patients and their designated caregivers are required to possess their
registry identification card at all times when engaging in the medical use of cannabis (410 ILCS
130/70). However, officers who reasonably believe that a person who does not have a registry
identification card in his/her possession has been issued a card may treat the investigation as if
the person had the card in his/her possession.
5.27.3.3

ADDITIONAL CONSIDERATIONS

Officers should consider the following when investigating an incident involving cannabis
possession, delivery, production or use (410 ILCS 130/25):
a. No person may be arrested solely for:
1. Selling cannabis paraphernalia to a cardholder if the person is employed and
registered as a dispensing agent of a dispensary.
2. Being in the presence or vicinity of the medical use of cannabis.
3. Assisting a qualifying patient in possession of a registry identification card
with the act of administering cannabis.
b. Cannabis, cannabis paraphernalia, illegal property, or interest in legal property
that is possessed, owned, or used in connection with the medical use of cannabis
may not be seized or forfeited. However, nothing in this policy prohibits cannabis
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c.
d.

e.

f.
5.27.3.4

exceeding the authorized amounts or unrelated to any cannabis that is
possessed, manufactured, transferred, or used under the Act from being seized
or forfeited
Possession of, or application for, a registry identification card or registration
certificate does not itself constitute reasonable suspicion or probable cause to
search, nor does it preclude the existence of other independent probable cause.
Because enforcement of medical cannabis laws can be complex, time consuming
and call for resources unavailable at the time of initial investigation, officers may
consider submitting a report to the prosecutor for review, in lieu of making an
arrest. This can be particularly appropriate when:
1. The suspect has been identified and can be easily located at another time.
2. The case would benefit from review by a person with expertise in medical
cannabis investigations.
3. Sufficient evidence, such as photographs or samples, has been lawfully
obtained.
4. There are any other relevant factors, such as available department resources
and time constraints.
Registered cultivation centers and dispensaries, as well as their officers, agents,
and employees, may not be searched or seized solely because they are a
cultivation center or dispensary, or officers, agents, or employees of such
facilities.
Before proceeding with enforcement related to a cultivation center, officers
should consider conferring with appropriate legal counsel.
EXCEPTIONS

This policy does not apply to the following offenses. Officers may take enforcement action if the
person (410 ILCS 130/30):
a. Undertakes any task under the influence of cannabis when doing so would constitute
negligence, professional malpractice, or professional misconduct.
b. Possesses or uses cannabis:
1. In a school bus.
2. On the grounds of any preschool, or primary or secondary school.
3. In any correctional facility.
4. In a vehicle, except that a person may possess medical cannabis if it is in
a reasonably secured, sealed, tamper-evident container and is reasonably
inaccessible while the vehicle is moving.
5. In a private residence that is used at any time to provide licensed childcare or
other similar social service care on the premises.
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c. Uses cannabis:
1. In any motor vehicle.
2. In any place except a private residence where an individual could reasonably
be expected to be observed by others.
3. Knowingly in close physical proximity to anyone under the age of 18.
4. As an active duty law enforcement officer, correctional officer, correctional
probation officer or firefighter.
5. As a person with a school bus permit or a Commercial Driver’s License (CDL).
d. Smokes medical cannabis in any place where smoking is prohibited under the Smoke
Free Illinois Act.
e. Operates, navigates or is in actual physical control of any motor vehicle, aircraft or
motorboat while using or under the influence of cannabis, in violation of Sections 11501 and 11-502.1 of the Illinois Vehicle Code
f. Uses or possesses cannabis if that person does not have a debilitating medical condition
and is not a registered qualifying patient or registered designated caregiver.
g. Allows another person who is not allowed to use cannabis under the Act to use cannabis
that a cardholder is allowed to possess.
h. Transfers cannabis to any person contrary to the provisions of the Act
i. Drives any vehicle in violation of Section 11-503 of the Illinois Vehicle Code (reckless
driving).
5.27.4

FEDERAL LAW ENFORCEMENT

Officers should provide information regarding a cannabis investigation to federal law
enforcement authorities when it is requested by federal law enforcement authorities or
whenever the officer believes those authorities would have a particular interest in the
information.
5.27.5

EVIDENCE/PROPERTY CUSTODIAN RESPONSIBILITIES

The Property Control Officer should ensure that cannabis, drug paraphernalia or other
related property seized from a person engaged or assisting in the use of medical cannabis is not
destroyed. The Property Control Officer is not responsible for caring for live cannabis plants.
Upon the prosecutor’s decision to forgo prosecution, or the dismissal of charges or an acquittal,
the Property Control Officer should return to the person from whom it was seized any useable
cannabis, plants, drug paraphernalia or other related property.
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The Property Control Officer should not destroy cannabis that was alleged to be for medical
purposes except upon receipt of a court order. The Property Control Officer may release
cannabis to federal law enforcement authorities upon presentation of a valid court order or by
a direction of the Lieutenant of Investigations.
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5.28.1

PURPOSE

The purpose of this department order is to provide operational guidelines for custodial and noncustodial transporting of non-employees in city owned vehicles.
5.28.2

SEARCHING TRANSPORT VEHICLES

Police personnel who transport an arrestee shall examine their patrol vehicle to make certain
that no weapons or contraband are present prior to and after transport.
Patrol Officers will inspect their vehicle at the beginning of each shift to ensure that the vehicles
are in proper condition, all equipment is functioning properly, and search the rear passenger
compartment for weapons, contraband, or other property.
Pre-deployment patrol vehicle searches which result in any weapons or contraband found to
belong to an arrestee or non-custodial transport, the supervisor will be notified, and a report will
be written which may require a follow-up investigation. In the event property other than
contraband is located and identified to be associated with a non-custodial transport, the
supervisor will be notified, and the property shall be returned, and a receipt of property should
be completed.
5.28.3

PRE-TRANSPORT PRISONER SEARCHES

The transporting officer is responsible for the safety and custody of all arrestees being
transported. All arrestees should be thoroughly searched each time they come into the
transporting officer’s custody.
Officers accepting a prisoner from another jurisdiction shall make note of any injuries observed
and shall notify the supervisor of any unusual circumstances in the prisoner’s health.

5.28.4

PROCEDURE

Unless approved by a supervisor, all subjects transported shall be positioned on the rear
passenger seat. If the squad is equipped with a security enclosure, all transports shall be
positioned in that dedicated area. In compliance with the required activation identified the
department order entitled, “In-Car Recording System,” if the vehicle is equipped with an in-car
recording system, the device shall be activated and continue recording throughout the duration
of the transport. Arrestees should be made as comfortable as possible yet secured to the
maximum degree with appropriate restraining devices. All subjects transported shall wear a
seatbelt. The same procedure as transporting an adult, custodial or non-custodial, will be
followed when transporting a juvenile, custodial or non-custodial.
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Anytime an officer is transporting a person of the opposite sex, whether custodial or noncustodial, or a juvenile, the officer shall broadcast their location and destination to DuComm.
Additionally, the officer shall also provide the mileage at the beginning and at the end of the
transport.
5.28.5

ARRESTEE RESTRAINT METHODS

All persons arrested and transported shall be handcuffed. It is recommended that handcuffing
be with hands behind the back of the detainee, however, the officer may utilize discretion and
handcuff the subject in the front when warranted by the circumstances. Examples of this
discretion include, but are not limited to, transporting an elderly arrestee, juvenile arrestee, or
an arrestee physically incapable of placing hands behind the back.
After handcuffs are applied, they shall be double-locked and checked for fit as soon as it is
practical and safe to do so.
5.28.5.1

SPECIAL RESTRAINTS

Special restraints authorized by the Wheaton Police Department during transport include spit
mask, leather transport belt, leg irons, and flexible handcuffs. Any circumstance that require
special restraints shall be reviewed with the supervisor prior to transport. The use of special
restraints and the circumstances shall be documented in the police report.
Special Restraints may be applied to subjects in custody to reduce risk of injury when that subject
shows aggression, refuses to obey a lawful order, is suicidal, has a previous history of violence
while in custody, or when traveling a distance that warrants the use of special restraints . When
using special restraints, officers will not leave subjects unattended. If any medical problems or
signs of injury are observed, the paramedics will be requested to provide appropriate medical
attention.
a. A spit mask is a temporary protective covering for use on those subjects where a risk of
exposure to infectious disease is present. If used properly, the spit mask can reduce the
risk of the wearer transmitting fluids (saliva and mucous) from the facial area, as by
spitting, sneezing, or coughing. The spit mask is a single use device and should be treated
as a biohazard, disposed of in a biohazard receptacle.
b. The transport belt is a commercially produced, heavy- duty leather waist belt with a metal
D-ring in the front position. The transport belt is used in conjunction with regular
handcuffs attached to the metal D-ring for handcuffing a subject in front of the body. It is
used for transport situations when it is impractical to handcuff the subject behind the
back or when transporting an arrestee for an extended distance. Instructions for use:
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1. Handcuffs should be placed in the open position, then threaded through the metal
D-ring, with one cuff on each side of the D-ring.
2. Place the subject in a seated position, facing away from the officer, with hands
above the head, palms together.
3. While one officer maintains control of the leather belt, the cuffing officer can
apply the cuffs to the subject’s wrists.
4. Lower the subject’s hands to his or her waist and fasten the leather belt behind
the subject’s back.
5. The Leather Transport Belt can be used on a pregnant woman, if necessary,
however, special attention will be given on the application and the officer should
consider other more suitable restraints.
c. Leg Irons consist of two oversized metal cuffs attached by a chain approximately 15inches long. Leg irons are designed to be applied to a subject’s ankles in the same manner
that a pair of handcuffs would be applied to a subject’s wrists. Leg irons are designed to
allow the subject to walk freely while in custody, however, limit the subject’s ability to
run or take longer strides. Leg irons can be used when the subject being transported has
been determined to be a flight risk. Handcuffs and leg irons will be double locked and
checked for fit whenever they are used. This not only aids in preventing the detainee from
picking the lock but keeps the handcuffs or leg irons from tightening on the wrists or legs
of the inmate. Instructions for use:
1. Place a handcuffed subject in a seated or kneeling position, facing away from the
officer.
2. Apply the leg irons to the subject’s ankles, checking for tightness, then double locking.
d. Flexible handcuffs are plastic restraints with a tensile strength in excess of 400 pounds.
Flexible handcuffs allow for one-way locking action in a loop fashion. Pulling the strap
through the locking mechanism allows for tightening. Flexible handcuffs may be used in
lieu of regular handcuffs when handcuffs are not available, such as during a mass arrest
incident, or when it is practical for the situation. Instructions for use:
1. The subject should place his or her hands behind the back, with wrists crossed, and
palms facing out. If the flexible handcuffs are not pre-set, each strap tip is threaded
through the respective side of the locking mechanism. The flexible handcuff is applied
by placing each wrist through separate loops, then use each strap to tighten around
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each wrist. As an additional alternate method of application, Flexible Handcuffs may
be applied in the front position when it is impractical to cuff the subject behind the
back. In this case, the subject should cross his or her hands in front of the body with
palms facing in. The Flexible Handcuffs should then be applied as specified above. The
same process should be conducted when applying flexible handcuffs to the ankles – if
needed. The following guidelines shall be considered when applying flexible
handcuffs:
a. Caution should be used to avoid over-tightening the Flexible Handcuffs. Flexible
Handcuffs cannot be loosened once they are in place.
b. The applied Flexible Handcuffs should be checked for appropriate fit. Appropriate
fit means the Flexible Handcuffs are tight enough to prevent escape but does not
inhibit blood circulation.
c. Flexible Handcuffs will not be removed with a knife. Use of a knife for this purpose
could expose officers and subjects to injury and is therefore prohibited.
5.28.6

TRANSPORT DESTINATION

When arriving at another facility with an arrestee, the officer shall remove and secure his/her
firearm, as well as the restraints on the arrestee, in accordance to that agency’s policy and
procedure.
When a transporting officer arrives from another jurisdiction with an arrestee to the Wheaton
Police Department, he/she shall secure his firearm in the proper gun lockers and remove
restraints when advised to do so by an officer of this department. Unless as otherwise directed
by a supervisor, all restraints shall be removed prior to placing the arrestee into a cell. All intake
paperwork shall be completed in accordance to this department order.
When transporting the arrestee(s) to another facility, the transporting officer(s) shall deliver all
necessary documentation to the receiving agency. The transporting officer will obtain the name
and badge number of the receiving officer, to further indicate the transfer of custody. This
information will be included in the associated report. If the receiving agency has a standardized
intake form, such as the DuPage County Jail, a copy of the form satisfies the requirement and
shall be attached to the associated police report. Officers transporting arrestee(s) to an outside
agency must inform the receiving agency of any potential medical, violent, or other security
concerns.
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5.28.8

ESCAPES

If the arrestee escapes, or attempts escape from custody; the transporting officer shall
immediately notify DuComm and the on-duty supervisor. Circumstances of the escape and a
description of the escapee will be provided during radio transmission, and also provided to
ISPERN. Further actions include but are not limited to the request for mutual aid, the
establishment of a perimeter and the request for specialized resources (i.e., K-9, sUAS, etc.).
Other actions shall be taken as directed by the Shift Supervisor. An informational L.E.A.D.S.
message shall be sent via DuComm.
Unless as otherwise directed by a supervisor, the case report stating the facts and circumstances
surrounding the escape, or attempted escape, shall be submitted prior to the end of the officer’s
tour of duty. The supervisor is responsible for staff/department notification, in compliance with
the department order governing “Major Incident Investigation and Notification.”
If an escape occurs in a jurisdiction outside of the City of Wheaton, the transporting officer shall
take appropriate action to notify the law enforcement agency where the escape occurred.
Additionally, notification shall also be made to the officer’s supervisor as soon as practicable, so
resources can be provided to assist in resolving the incident.
5.28.9

NON-CUSTODIAL TRANSPORTS

Based on the facts and circumstances of the incident, officers may provide non-custodial
transports within Wheaton city limits. Any transportation beyond the jurisdiction requires
supervisory approval. Prior to transport, officers shall conduct a search of the rear passenger
area, should conduct a consensual pat down search for weapons, shall communicate the
destination and starting/ending mileage, and activate the in-car recording system throughout the
duration of the transport. In the event the subject does not provide consent to the pat-down
search, alternative means of transportation should be explored (i.e., Uber, Lyft, etc.).
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5.29.1

PURPOSE

The purpose of this department order is to establish a system of accountability to ensure
department vehicles are used appropriately. This order provides guidelines for on- and off-duty
use of department vehicles and shall not be construed to create or imply any contractual
obligation by the City of Wheaton to provide assigned take-home vehicles.
5.29.2

POLICY

The Wheaton Police Department provides vehicles for department-related business and may
assign patrol and unmarked vehicles based on a determination of operational efficiency,
economic impact to the Department, tactical deployments, and other considerations.
5.29.3

USE OF VEHICLES

5.29.3.1

SHIFT ASSIGNED VEHICLES

The Shift Supervisor shall ensure a copy of the shift assignment roster, indicating member
assignments and vehicle numbers, is completed for each shift and retained in accordance with
the established records retention schedule. If a member exchanges vehicle during his/her shift,
the new vehicle number shall be documented on the roster.
5.29.3.2

UNSCHEDULED USE OF VEHICLES

Members utilizing a City-owned vehicle for any purpose other than their regularly assigned
duties shall first notify the Shift Supervisor of the reason for use and a notation will be made on
the shift roster indicating the operator’s name and vehicle number. This section does not apply
to members permanently assigned an individual vehicle (e.g., command staff, detectives), who
regularly use the vehicle on an unscheduled basis as part of their normal assignment.
5.29.3.3

INSPECTIONS

Members shall be responsible for inspecting the interior and exterior of any assigned vehicle
before taking the vehicle into service and at the conclusion of their shifts. Any previously
unreported damage, mechanical problems, unauthorized contents, or other problems with the
vehicle shall be promptly reported to a supervisor and documented as appropriate. The interior
of any vehicle that has been used to transport any person other than a member of this
department should be inspected prior to placing another person in the vehicle and again after
the person is removed. This is to ensure that unauthorized or personal items have not been left
in the vehicle.
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All department vehicles are subject to inspection and/or search at any time by a supervisor
without notice and without cause. No member assigned to or operating such vehicle shall be
entitled to any expectation of privacy with respect to the vehicle or its contents.
5.29.3.4

SECURITY AND UNATTENDED VEHICLES

Unattended vehicles should be locked and secured at all times. No key should be left in the
vehicle. Officers who exit a vehicle rapidly in an emergency situation or to engage in a foot pursuit
must carefully balance the need to exit the vehicle quickly with the need to secure the vehicle.
Until deployment is necessary, members shall ensure all weapons are secured by the locking
mechanism in the interior of the vehicle or the within the trunk of the vehicle.
5.29.3.5

MOBILE DATA COMPUTER and IN-SQUAD RECORDING SYSTEM

Members assigned to vehicles equipped with a Mobile Data Computer (MDC) and/or In-Squad
Recording System shall log in with the required information when going on-duty. If the vehicle is
not equipped with a working MDC, the member shall notify DuComm. Use of the MDC and InSquad Recording System are governed by the respective department order.
5.29.3.6

AUTHORIZED PASSENGERS

Members operating department vehicles shall not permit persons other than City personnel or
persons required to be conveyed in the performance of duty, or as otherwise authorized, to ride
as passengers in the vehicle, except as stated in the department order entitled, “Ride Alongs.”
5.29.3.7

ALCOHOL

Members who have consumed alcohol are prohibited from operating any department vehicle
unless it is required by the duty assignment (e.g., task force, undercover work). Regardless of
assignment, members may not violate state law regarding vehicle operation while intoxicated.
5.29.3.8

PARKING

Except when responding to a call for service or when urgent department-related business
requires otherwise, members driving department vehicles should obey all parking regulations.
Members shall not park privately owned vehicles in stalls assigned to department vehicles or in
other areas of the parking lot that are not so designated unless authorized by a supervisor.
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5.29.3.9

ACCESSORIES AND/OR MODIFICATIONS

There shall be no modifications, additions or removal of any equipment or accessories without
permission from the Deputy Chief of Operations.
5.29.3.10

CIVILIAN MEMBER USE

Civilian members shall not use squad vehicles designated for patrol without authorization from
a supervisor. If authorized, civilian members using marked emergency vehicles shall ensure that
all weapons have been removed before going into service. Civilian members shall not operate
the emergency lights or siren of any vehicle unless expressly authorized by a supervisor.
5.29.4

INDIVIDUAL MEMBER ASSIGNMENT TO VEHICLES

Department vehicles may be assigned to individual members at the discretion of the Chief of
Police. Unless directed by the Chief of Police, vehicle assignments may be changed at any time.
5.29.4.1

ON-DUTY USE

Vehicles assignments shall be established by the supervisor. In doing so, vehicles may be
reassigned or utilized by other department members based on the nature of duties, job
description, essential functions or at the discretion of the supervisor.
5.29.4.2

UNSCHEDULED TAKE-HOME USE

Circumstances may arise where department vehicles may be used by members to commute
to and from a work assignment, including training. Members may take home department vehicles
only with prior approval of a supervisor and shall meet the following criteria:
a. The circumstances were created by the needs of the Department.
b. Off-street parking will be available at the member’s residence.
c. Vehicles will be locked when not attended.
d. All firearms, weapons and control devices will be removed from the interior of the vehicle
and properly secured in the residence when the vehicle is not attended, unless the vehicle
is parked in a locked garage.
5.29.4.3

ASSIGNED TAKE-HOME VEHICLES

The Chief of Police and Deputy Chiefs shall be assigned city vehicles. These vehicles may be used
for work commuting and shall be used in accordance with city policy. The vehicles shall be fully
equipped police vehicles with emergency lights and siren. It is an expectation that operators of
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take-home vehicles render aid (e.g., motorist assist, crash) when necessary, regardless of being
outside the city of Wheaton.
5.29.5

UNMARKED VEHICLES

Unmarked vehicles are restricted to the respective division, unless otherwise approved by a
supervisor. Any use of unmarked vehicles by those who are not assigned to the division to which
the vehicle is assigned shall also be recorded with the Shift Supervisor on the shift assignment
roster.
5.29.6

DAMAGE, ABUSE AND MISUSE

When any department vehicle is involved in a traffic crash or otherwise incurs damage, the
involved member shall promptly notify a supervisor. Any traffic crash report shall be filed with
the agency having jurisdiction (see the Traffic Crash Reporting Department Order).
Damage to any department vehicle that was not caused by a traffic crash shall be immediately
reported during the shift in which the damage was discovered, documented in memorandum
format and forwarded to the Shift Supervisor. An administrative investigation should be initiated
to determine if there has been any vehicle abuse or misuse.
5.29.7

SPECIAL PURPOSE VEHICLES

The Wheaton Police Department does not operate any special purpose vehicles. If implemented
into the fleet, a statement of the objective of their operation or usage will be identified.
Additionally, any vehicle meeting this criterion will require training for personnel authorized to
operate and maintain the vehicle and its equipment. The Wheaton Police Department will
maintain a list of equipment required for a special purpose vehicle and conduct inspections as
previously identified in this department order.
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5.30

SPECIAL PURPOSE ANIMALS

The Wheaton Police Department does not have any special purpose animals. If implemented, a
statement of the objective of their operation or usage will be identified. Additionally, all
training, certification and recertification for the animal and handler will be recorded and
maintained within the training database. The Wheaton Police Department will maintain a list of
equipment required for a special purpose animal and conduct inspections to ensure compliance
with this department order.
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5.31

SPECIAL OPERATIONS

The Wheaton Police Department does not have a full or part-time tactical team or crisis
negotiations team. In the event a special operation required a tactical team and/or crisis
negotiations, the Wheaton Police Department would request the assistance of M.E.R.I.T. For
additional details, see the department order entitled, “Mutual Aid and Outside Agency
Assistance.”
If established at a future date, this department order will address procedures covering the
selection of members, providing specialized equipment for its operations, regularly scheduled
training/readiness exercises, coordination, and deployment.
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5.32.1

PROCEDURES

A ‘Special Event’ is considered an activity such as parades, fireworks demonstrations or any
public event that results in the need for control of traffic, crowds, crimes, and general public
safety concerns.
Effectiveness in managing special events depends on operational considerations and
contingency plans according to the needs of the event. Specific plans shall include:
a. Personnel deployment.
b. Designation of supervisor and/or coordinator for the coverage of the event.
c. The plan shall be in writing and consider expected traffic, crowd control and crime
problems that may be encountered.
d. Logistical requirements.
e. Coordination with Emergency Management and Incident Command Systems, when
warranted.
5.32.2

RESPONSIBILITIES

Supervision and coordination of special events is the responsibility of the designated member
of the Command Staff. All police personnel may be required to assist with the special event.
Information that may be of interest to the general public regarding the ‘Special Event’ will be
released by the City’s Communication Department, Chief of Police and/or Deputy Chief of
Support Services.
If there is any deviation from the operational plan prompted by the heighten concern for public
safety, the supervisor overseeing the event shall draft an after-action memorandum, to be
forwarded through the chain of command.
5.32.3

TRAFFIC DIRECTION & CONTROL FOR SPECIAL EVENTS

The Police Department will provide only that degree of traffic direction and control service in
support of special events as necessary. The primary task of personnel conducting traffic
direction and control in support of a special event is to assist motorists and/or pedestrians in
the vicinity of the event.
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5.32.4

VIP SECURITY PLAN

For purposes of this department order, a VIP (Very Important Person) is a dignitary, famous
personality, notorious person, or any other person in need of special security. The Wheaton
Police Department shall establish a security detail anytime there are concerns for the safety of
any VIP and their family members while within city limits. In any security detail for VIP’s
the Chief of Police, Deputy Chief of Operations, Metro SWAT liaison, or a designee will be the
supervisor in charge. The Metro SWAT liaison or designee shall coordinate and supervise all
security measures. Personnel from all divisions of the police department, neighboring police
agencies and other City departments, may be called upon to assist.
In the event the VIP has an accompanying security detail, the Metro SWAT liaison or his/her
designee shall work with the person in charge of that detail to establish proper coordination of
events. Detailed operational plans shall be created and forwarded to Deputy Chief of
Operations to address the manpower needs and issues that may impact the community during
the VIP’s visit.
Prior arrangements will be made when any of the following is deemed necessary:
a.
b.
c.
d.
e.
f.
5.32.5

Aircraft from the Illinois State Police or Federal law enforcement agencies
Special purpose vehicles
Metro SWAT or additional SWAT teams
Heavy ballistic protection
DuPage County Hazardous Devices Unit
Weapons of Mass Destruction (WMD) Containment Team
PLANNING

Travel routes shall be planned and pre-traveled to determine any possible hazards. Alternate
travel routes should be part of the plan and can be established while making advance
inspections of sites and facilities involved. Planned stops should be inspected to determine
unique security challenges they may present.
The supervisor in charge of the detail shall arrange for any special equipment or vehicles that
the detail may need. Planning should include the transportation of the staff and equipment of
the VIP, if necessary.
Investigations personnel are responsible for gathering and disseminating intelligence to
enhance the preparedness of the security detail. The personnel will consult with local, state,
and federal intelligence agencies as necessary.
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The supervisor in charge of the detail is responsible for arranging all interagency assistance
needed or anticipated. The agencies shall include but are not limited to ILEAS, MERIT, and other
governmental resources. In some cases, the U.S. Secret Service or other Federal law
enforcement agencies may assist in planning and providing security. All participating agencies
shall be briefed to provide them with the information necessary to plan their emergency
response needs. Communications will be coordinated to facilitate electronic communications
among all security detail personnel.
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5.33.1

PURPOSE

This department order provides guidelines to ensure that children and dependent adults are
not left without appropriate care in the event their caregiver or guardian is arrested or
otherwise prevented from providing care due to actions taken by members of this department.
This department order does not address the actions to be taken during the course of a child
abuse or dependent adult investigation. These are covered in the Abused and Neglected and
Adult Abuse policies.
5.33.2

POLICY

It is the policy of this department to mitigate, to the extent reasonably possible, the stressful
experience individuals may have when their parent or caregiver is arrested. The Wheaton Police
Department will endeavor to create a strong cooperative relationship with local, state and
community-based social services to ensure an effective, collaborative response that addresses
the needs of those affected, including call-out availability and follow-up responsibilities.
5.33.3

PROCEDURES DURING AN ARREST

When encountering an arrest or prolonged detention situation, the officers should make
reasonable attempts to determine if the arrestee is responsible for children or dependent
adults.
In some cases, this may be obvious, such as when children or dependent adults are present.
However, officers should inquire if the arrestee has caregiver responsibilities for any children or
dependent adults who are without appropriate supervision. The following steps should be
taken:
a. Inquire about and confirm the location of any children or dependent adults.
b. Look for evidence of children and dependent adults. Officers should be mindful
that some arrestees may conceal the fact that they have a dependent for fear
the individual may be taken from them.
c. Consider inquiring of witnesses, neighbors, friends, and relatives of the arrestee
as to whether the person is responsible for a child or dependent adult.
The officer shall assist the arrestee in the placement of the children or dependent adult with a
relative or other responsible person designated by the arrestee. If the officer has reasonable
cause to believe that a child may be a neglected child as defined in the Abused and Neglected
Child Reporting Act, he/she shall report it immediately to the Department of Children and
Family Services (725 ILCS 5/107-2(2)).
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Whenever reasonably possible, officers should take reasonable steps to accomplish the arrest
of a parent, guardian, or caregiver out of the presence of his/her child or dependent adult.
Removing children or dependent adults from the scene in advance of the arrest will generally
ensure the best outcome for the individual.
Whenever it is safe to do so, officers should allow the parent or caregiver to assure children or
dependent adults that they will be provided care. If this is not safe or if the demeanor of the
parent or caregiver suggests this conversation would be non-productive, the officer at the
scene should explain the reason for the arrest in age-appropriate language and offer
reassurance to the child or dependent adult that he/she will receive appropriate care.
Officers may also forego arrest on scene and seek charges through a complaint and warrant if
no other options are available.
5.33.3.1

AFTER AN ARREST

Whenever an arrest is made, the officer should take all reasonable steps to ensure the safety of
the arrestee’s disclosed or discovered children or dependent adults. Officers should allow the
arrestee reasonable time to arrange for care of children and dependent adults. Temporary
placement with family or friends may be appropriate. However, any decision should give
priority to a care solution that is in the best interest of the child or dependent adult. In such
cases the following guidelines should be followed:
a. Allow the person reasonable time to arrange for the care of children and dependent
adults with a responsible party, as appropriate.
1. Unless there is evidence to the contrary (e.g., signs of abuse, drug use, unsafe
environment), officers should respect the parent or caregiver’s judgment
regarding arrangements for care. It is generally best if the child or dependent
adult remains with relatives or family friends that he/she knows and trusts
because familiarity with surroundings and consideration for comfort, emotional
state and safety are important.
2. Except when a court order exists limiting contact, the officer should attempt to
locate and place children or dependent adults with the non-arrested parent,
guardian, or caregiver.
b. Provide for the immediate supervision of children or dependent adults until an
appropriate caregiver arrives.
c. Notify the Illinois Department of Children and Family Services, if appropriate.
d. Notify the Shift Supervisor of the disposition of children or dependent adults.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

CHILD AND DEPENDENT ADULT SAFETY 5.33
If children or dependent adults are at school or another known location outside the household
at the time of arrest, the arresting officer should attempt to contact the school or other known
location and inform the principal or appropriate responsible adult of the caregiver’s arrest and
of the arrangements being made for the care of the arrestee’s dependent. The result of such
actions should be documented in the associated report.
5.33.3.2

DURING THE BOOKING PROCESS

During the booking process the arrestee shall be allowed to make additional telephone calls to
relatives or other responsible individuals as is reasonably necessary to arrange for the care of
any child or dependent adult. These telephone calls should be given as soon as practicable and
are in addition to any other telephone calls allowed by law.
If an arrestee is unable to resolve the care of any child or dependent adult through this process,
a supervisor should be contacted to determine the appropriate steps to arrange for care. These
steps may include additional telephone calls or contacting a local, county or state services
agency. The supervisor may also decide to unarrest the subject and seek a complaint and
warrant. The circumstances supporting this decision should be appropriately documented in
the police report.
5.33.3.3

REPORTING

For all arrests where children are present or living in the household, the reporting
employee will document the following information:
1. Name
2. Sex
3. Age
4. Special needs (e.g., medical, mental health)
5. How, where and with whom or which agency the child was placed
6. Identities and contact information for other potential caregivers
7. Notifications made to other adults (e.g., schools, relatives)
For all arrests where dependent adults are present or living in the household, the
reporting employee will document the following information:
1. Name
2. Sex
3. Age
4. Whether he/she reasonably appears able to care for him/herself
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5. Disposition or placement information if he/she is unable to care for him/herself
5.33.3.4

SUPPORT AND COUNSELING REFERRAL

If, in the judgment of the handling officers, the child or dependent adult would benefit from
additional assistance, such as counseling services, contact with a victim advocate or a crisis
telephone number, the appropriate referral information may be provided.
5.33.4
DEPENDENT WELFARE SERVICES
Whenever an arrestee is unwilling or incapable of arranging for the appropriate care of any
child or dependent adult, the handling officer should contact the appropriate welfare service or
other department-approved social service to determine whether protective custody is
appropriate. Only when other reasonable options are exhausted should a child or dependent
adult be transported to the police facility, transported in a marked patrol car, or taken into
formal protective custody.
Under no circumstances should a child or dependent adult be left unattended or without
appropriate care.
5.33.5

TRAINING

The Training Officer is responsible to ensure that all personnel of this department who may be
involved in arrests affecting children or dependent adults receive approved training on effective
safety measures when a parent, guardian or caregiver is arrested.
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5.34.1

PURPOSE

The purpose of this policy is to provide guidelines to members of the Wheaton Police Department
for investigating and enforcing immigration laws.
5.34.2

POLICY

It is the policy of the Wheaton Police Department that all members make personal and
professional commitments to equal enforcement of the law and equal service to the public.
Confidence in this commitment will increase the effectiveness of this department in protecting
and serving the entire community and recognizing the dignity of all persons, regardless of their
immigration status.
5.34.3

VICTIMS AND WITNESSES

To encourage crime reporting and cooperation in the investigation of criminal activity, all
individuals, regardless of their immigration status, must feel secure that contacting or being
addressed by members of law enforcement will not automatically lead to immigration inquiry
and/or deportation. While it may be necessary to determine the identity of a victim or witness,
members shall treat all individuals equally and without regard to race, color or national origin in
any way that would violate the United States or Illinois Constitutions.
5.34.4

ENFORCEMENT

The Wheaton Police Department will not enforce federal offenses relating to immigration status.
Officers will not inquire on the immigration status of an individual.
5.34.5

ARREST NOTIFICATION TO IMMIGRATION AND CUSTOMS ENFORCEMENT

Generally, an officer will not need to notify ICE when booking arrestees at the police department.
Immigration officials routinely interview suspected undocumented aliens who are booked into
the County jail on criminal charges. Notification will be handled according to DuPage County Jail
operation procedures. No individual who is otherwise ready to be released should continue to
be detained solely for the purpose of notification.
5.34.6

ICE REQUEST FOR ASSISTANCE

Requests by ICE, or any other federal agency, for assistance from this department should be
directed to a supervisor. The Department may provide non-enforcement support services, such
as traffic control or peacekeeping efforts, to ICE or other federal agencies.
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5.34.7

U VISA AND T VISA NON-IMMIGRANT STATUS

Under certain circumstances, federal law allows temporary immigration benefits, known as a
U visa, to victims and witnesses of certain qualifying crimes (8 USC § 1101(a)(15)(U)). A law
enforcement certification for a U visa may be completed by the Investigations supervisor in order
for a U visa to be issued.
Similar immigration protection, known as a T visa, is available for certain qualifying victims of
human trafficking (8 USC § 1101(a)(15)(T)). A law enforcement declaration for a T visa may be
completed by the Investigations supervisor in order for a T visa to be issued (5 ILCS 825/10).
Any request for assistance in applying for U visa or T visa status should be forwarded in a timely
manner to the Investigations supervisor assigned to oversee the handling of any related case.
The Investigations supervisor should:
a. Consult with the assigned investigator to determine the current status of any
related case and whether further documentation is warranted.
b. Contact the appropriate prosecutor assigned to the case, if applicable, to ensure
the certification or declaration has not already been completed and whether a
certification or declaration is warranted.
c. Address the request and complete the certification or declaration, if appropriate,
in a timely manner.
1. The instructions for completing certification and declaration forms can be
found on the U.S. Department of Homeland Security (DHS) website.
2. The certification form should be completed within 90 business days of the
request unless (5 ILCS 825/10):
a. There is a written agreement with the victim or the victim's representative
extending the time to complete the certification form.
b. The victim is eligible for expedited completion of the certification form.
3. Complete and reissue a certification form within 90 days of a request to
reissue by a victim unless the circumstances of the victim require that the
completion and reissuance of the certification form be expedited (5 ILCS
825/10).
d. Provide written notice to the victim or the victim's representative if it cannot be
determined based on the evidence that the victim is qualified for a U visa or T visa
(5 ILCS 825/10).
e. Ensure that any decision to complete, or not complete, a certification or
declaration form is documented in the case file and forwarded to the appropriate
prosecutor. Include a copy of any completed form in the case file.
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5.34.8.1

NON-DISCLOSURE OF IMMIGRATION STATUS

No member shall disclose the immigration status of the victim or the person requesting the
certification form unless authorized in writing by the individual or as required by law (5 ILCS
825/10).
5.34.8.2

PUBLICATION OF CERTIFICATION FORM PROCESS

The Investigations supervisor should make the department's procedures for certification
requests publicly available for victims and their representatives (5 ILCS 825/10).
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5.35.1

PURPOSE

The purpose of this department order is to establish guidelines for temporarily detaining but
not arresting persons in the field, conducting field interviews (FI) and pat-down searches, and
the taking and disposition of photographs.
5.35.1.1

DEFINITIONS

Community Caretaking – Involves police activity that is totally divorced from the detection,
investigation, or acquisition of evidence relating to the violation of a criminal statute. The
community caretaking function involves no coercion or detention; therefore, it does not involve
a seizure.
Consensual encounter - When an officer contacts an individual but does not create a detention
through words, actions or other means. In other words, a reasonable individual would believe
that his/her contact with the officer is voluntary.
Field interview (FI) - The brief detainment of an individual, whether on foot or in a vehicle,
based on reasonable suspicion for the purposes of determining the individual's identity and
resolving the officer's suspicions.
Field photographs - Posed photographs taken of a person during a contact, temporary
detention, or arrest in the field. Undercover surveillance photographs of an individual and
recordings captured by the normal operation of the in-squad recording system or public safety
camera when persons are not posed for the purpose of photographing are not considered field
photographs.
Pat-down search - This type of search is used by officers in the field to check an individual for
weapons. It involves a thorough patting down of clothing to locate any weapons or dangerous
items that could pose a danger to the officer, the detainee, or others.
Reasonable Suspicion - When, under the totality of the circumstances, an officer has articulable
facts that criminal activity may be afoot, and a particular person is connected with that possible
criminal activity.
Temporary detention - When an officer intentionally, through words, actions or physical
force, causes an individual to reasonably believe he/she is required to restrict his/her
movement without an actual arrest. Temporary detentions also occur when an officer actually
restrains a person's freedom of movement.
5.35.2

POLICY

The Wheaton Police Department respects the right of the public to be free from unreasonable
searches or seizures. Due to an unlimited variety of situations confronting the officer, the
decision to temporarily detain a person and complete an FI, pat-down search or field
photograph shall be left to the officer based on the totality of the circumstances, officer safety
considerations and constitutional safeguards.
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5.35.3

FIELD INTERVIEWS

Based on observance of suspicious circumstances or upon information from investigation, an
officer may initiate the stop of a person, and conduct an FI, when there is articulable,
reasonable suspicion to do so. A person, however, shall not be detained longer than is
reasonably necessary to resolve the officer’s suspicion.
Nothing in this policy is intended to discourage consensual contacts. Frequent casual contact
with consenting individuals is encouraged by the Wheaton Police Department to strengthen
community involvement, community awareness and community caretaking.
5.35.3.1

INITIATING A FIELD INTERVIEW

When initiating the stop, the officer should be able to point to specific facts which, when
considered with the totality of the circumstances, reasonably warrant the stop. Such facts
include, but are not limited to, an individual’s:
a. Appearance or demeanor suggesting that he/she is part of a criminal enterprise or is
engaged in a criminal act.
b. Actions suggesting that he/she is engaged in a criminal activity.
c. Presence in an area at an inappropriate hour of the day or night.
d. Presence in a particular area is suspicious.
e. Carrying of suspicious objects or items.
f. Excessive clothes for the climate or clothes bulging in a manner that suggest he/she
is carrying a dangerous weapon.
g. Location in proximate time and place to an alleged crime.
h. Physical description or clothing worn that matches a suspect in a recent crime.
i. Prior criminal record or involvement in criminal activity as known by the officer.
5.35.3.2

TEMPORARY QUESTIONING UNDER ILLINOIS LAW

An officer may initiate the stop of a person when there is articulable, reasonable, suspicion to
do so. A person, however, should not be detained longer than is reasonably necessary to
resolve the officer's suspicions. 725 ILCS 5/107-14 provides specific authority to an officer to
initiate the stop when the officer reasonably infers from the circumstances that the person is
committing, is about to commit, or has committed an offense as defined in Section 102-15 of
the ILCS.
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5.35.4

STOP RECEIPTS

Whenever an officer stops a person in a public place and pat-down searches the person or the
person’s property, the officer should issue a stop receipt providing the reason for the stop and
containing the member’s name and badge number (725 ILCS 5/107-14).
5.35.5

PAT-DOWN SEARCHES

Once a valid stop has been made, an officer may pat a suspect's outer clothing only if the officer
has a reasonable, articulable suspicion that the suspect has a dangerous weapon. The purpose
of this limited search is not to discover evidence of a crime, but to allow the officer to pursue
the investigation without fear of violence. Circumstances that may establish justification for
performing a pat-down search include, but are not limited to:
a. The type of crime suspected, particularly in crimes of violence where the use or
threat of weapons is involved.
b. Where more than one suspect must be handled by a single officer.
c. The hour of the day and the location or area where the stop takes place.
d. Prior knowledge of the suspect's use of force and/or propensity to carry weapons.
e. The actions or demeanor of the suspect.
f. Visual indications which suggest that the suspect is carrying a firearm or other
weapon.
Whenever practicable, a pat-down search should not be conducted by a single officer on scene.
A cover officer should be positioned to ensure safety and should not be involved in the search.
5.35.5.1

SEARCH DURING TEMPORARY QUESTIONING UNDER ILLINOIS LAW

When a police officer has stopped a person for temporary questioning pursuant to 725 ILCS
5/107- 14 and reasonably suspects that he/she or another is in danger of attack, may search the
person for weapons. If the officer discovers a weapon, he/she may take it until the completion
of the questioning at which time he/she shall either return the weapon, if lawfully possessed, or
arrest the person so questioned.
5.35.6

FIELD PHOTOGRAPHS

Officer should use sound judgement under the circumstances, as to whether a current
photograph is necessary or a photograph in an official database is sufficient.
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5.35.6.1

FIELD PHOTOGRAPHS TAKEN WITH CONSENT

Field photographs may be taken when the subject of the photograph knowingly and voluntarily
gives consent.
5.35.6.2

FIELD PHOTOGRAPHS TAKEN WITHOUT CONSENT

Field photographs may be taken without consent only if they are taken during a detention that
is based on reasonable suspicion of criminal activity, and the photograph serves a legitimate
law enforcement purpose related to the detention. The officer must be able to articulate facts
that reasonably indicate that the subject was involved in or was about to become involved in
criminal conduct.
If, prior to taking a photograph, the officer’s reasonable suspicion of criminal activity has been
dispelled, the detention must cease, and the photograph should not be taken.
Any field interview that results in a photograph, shall be documented in a police report with the
photo as an attachment. Any other copies of the photograph shall be deleted.
5.35.6.3

DISPOSITION OF PHOTOGRAPHS

All detainee photographs must be adequately labeled and attached to the case report
explaining the facts and circumstances. If an individual is photographed as a suspect in a
particular crime, the photograph should be included as an attachment to the related case.
When a photograph is taken in association with a particular case, the investigator may use such
photograph in a photo lineup. Thereafter, the individual photograph should be retained as a
part of the case file. All other photographs shall be retained in accordance with the established
records retention schedule.
5.35.6.4

SUPERVISOR RESPONSIBILITIES

While it is recognized that field photographs often become valuable investigative tools,
supervisors should monitor such practices in view of the above listed considerations. This is not
to imply that supervisor approval is required before each photograph is taken.
Access to, and use of, field photographs shall be strictly limited to law enforcement purposes.
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5.35.7

PHOTO REVIEW POLICY

Any person who has been the subject of a field photograph or an FI by this agency during any
contact other than an arrest may file a written request within 30 days of the contact requesting
a review of the status of the photograph/FI. The request shall be directed to the office of the
Chief of Police who will ensure that the status of the photograph or FI is properly reviewed
according to this policy. The Chief will make a determination on the need to retain the
photograph.
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5.36

DETENTION CENTER MANAGEMENT AND SECURITY
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DETENTION CENTER OPERATION AND MAINTENANCE
The Wheaton Police Department Detention Center is a facility designed and operated to maintain
custody of prisoners for short periods of time (normally less than 3 days), pending release,
court appearance or transfer to another facility.
The Wheaton Police Department shall adhere to the State of Illinois Municipal Jail and Lockup Standards:
http://ilga.gov/commission/jcar/admincode/020/02000720sections.html

RESPONSIBILITY FOR ADMINISTRATION
The Operations Deputy Chief is responsible for the overall administration and operation of the
Detention Center. Responsibilities include:
a.
b.
c.
d.

Routine maintenance and inspection of the facility
Facility safety and security
Records maintenance and security
Training of personnel

The Lieutenant is responsible for the daily operation and supervision of the Detention Center. It
is his/her responsibility to conduct the weekly security inspection and routing it to the Deputy
Chief of Operations. The Lieutenant may delegate certain duties to subordinates for specific
operations of the Detention Center. Responsibilities include:
a.
b.
c.
d.
e.
f.

Providing supervision and appropriate assistance to personnel involved in the prisoner
handling process and ensuring that the process is handled according to established
department procedure.
Inspect all fire suppression equipment in the Detention Center. Verify the presence of the
equipment and detect any damage or evidence of tampering.
Ensuring compliance with the State of Illinois Municipal Jail and Lockup Standards.
All locks, walls, floors, ventilation covers, light fixtures, access plates, doors and other
security devices shall be inspected carefully for operational wear and prisoner
tampering.
Filing required reports on all extraordinary or unusual occurrences which involve the
physical welfare of employees or prisoners, the property of the Wheaton Police
Department, or prisoner personal property.
Management, care and feeding of prisoners.
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Weekly inspection
The Detention Center will be inspected for proper sanitation and cleanliness. Areas of the
detention center that are exposed to a Bio-Hazard shall be taken out of service until it can be
properly cleaned. The department’s cleaning crew is certified to clean Bio-Hazards.
Should a supervisor determine the situation requires immediate attention or is beyond
the scope of the cleaning crew, the supervisor shall call Aftermath Services LLC 630-423-4270. If
unavailable, the secondary service is Chicago Water & Fire Restoration 331-233-3008
Blankets shall be cleaned after use and returned to the uniform closet for future use.
Upon release of a prisoner, each mattress shall be sanitized (Microban Spray bottle in closet).
If a Lieutenant is not on duty or available, the operational and supervision responsibilities
assigned to that position by this Order shall be assumed by the on-duty Shift Supervisor.

ACCESS TO DETENTION CENTER
The Detention Center is considered to be a high-level security area of the Wheaton police facility.
Access to the Detention Center will be granted to essential persons with provisions for restricted
access by non-essential persons. A supervisor must approve all visits, tours, and maintenance
work within the detention center.
Essential personnel are designated as:
a.
b.
c.
d.

Police Officers
Firefighter/Paramedics
Facility Maintenance Staff
Civilian personnel acting in the capacity of matrons

Facility Tour Visitors: Visitors participating in tours who are allowed to enter the Detention Center will
be escorted at all times. The employee escorting the visitors will be responsible for receiving prior
supervisory approval so as not to impede Detention Center operation.
No visitors participating in tours shall be allowed to enter or remain in the Detention Center when a
prisoner is in the Detention Center.
Contractors/Repairmen working in the Detention Center will be escorted at all times. The employee
escorting the Contractors/Repairmen will be present to:
a. Conduct an inspection of tools and/or equipment brought into the Detention Center.
b. Prevent breaches in security, ensure the security of the person(s) performing the work and
ensure no tools and/or equipment are left behind
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WEAPONS IN THE DETENTION CENTER
a.
b.
c.
d.

Weapon lockers have been provided at both entrances to the Detention Center as a
security and safety feature. All police officers entering the Detention Center shall
remove all firearms from their person and place them into the provided lockers.
Batons, knives, OC, heavy duty flashlights or any other items that could serve as
potential weapons for use by an arrestee against an officer or any other person must
also be secured prior to entering the Detention Center.
To ensure that prisoners held in detention rooms do not have an opportunity to take
keys from an officer and escape, employees shall not enter occupied detention rooms
alone.
Exceptions to this rule may be made in certain emergency situations, such as:
1.
Escape
2.
Officer in need of assistance
3.
Or other emergency response which requires immediate attention

DETENTION CENTER DOORS
Corridor Doors: All main corridor doors must remain secured at all times. Whenever a person uses one
of these doors, they are to manually check the door to ensure that it is secured.
Sally Port: The main door leading into the secure booking area is on an electric interlock with the sally
port overhead and service doors. The door will not release unless all the sally port doors are closed.
Detention and Interview Room Doors: When not in use, detention room doors should be opened with
meal pass throughs closed.
Property Storage Closet and Cabinets: The door to the Property Storage Closet is to remain closed and
locked at all times.

DETENTION ROOM / CELL SECURITY CHECK
A security check shall be made prior to placing a prisoner in a detention room/cell. The purpose of this
security check is to look for contraband, search for weapons, and to check for any room damage. This
search shall be made by the officer incarcerating / releasing a prisoner in any room within the detention
center. If room damage or contraband is noticed, the on-duty supervisor shall be notified so he may
document the incident and take any further action that is required. Notification to the supervisor will be
made prior to the prisoner’s release from custody.

AUDIO COMMUNICATION
There is an audio monitoring system located internally in the police facility. The system is designed for
room monitoring in the Detention Center. The system terminates at the Records Section front desk,
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Lieutenant’s/Sergeant’s Area and Report Writing. This system is to be activated when any officer brings a
prisoner into the Detention Center and shall remain on while a prisoner is within the Detention Center.
All officers involved in the transportation, booking, or supervision of prisoners shall be equipped with a
portable radio at all times.

PRISONER ESCAPES
In the event of escape from custody by a prisoner held in the Detention Center, immediate efforts shall
be made for apprehension. In the event of an escape or attempted escape from the Detention Center
or squad car, the following is the procedure which shall be implemented.
a.
b.
c.
d.

e.
f.
g.
h.
i.

The employee discovering the escape shall notify DuComm and the on-duty supervisor.
The reporting employee will give full particulars of the offender and advise of any
injuries.
The person detecting the escape attempt will immediately lock and secure all doors
under his control. He shall secure the area of escape and the cell of the escapee for
scent detection and identification by a K-9 unit.
Descriptions and identities of escapees and offenses for which an escapee was
incarcerated shall be dispatched via DuComm radio frequency, ISPERN and LEADS, along
with any other information to aid in the capture of the escapee.
Sufficient personnel shall be dispatched to secure the Detention Center and Police
Facility, if necessary. Additional manpower may be requested via Police Mutual Aid.
Specific resources (K-9, etc.) may be requested outside of the scope of the Mutual Aid
request as circumstances and availability dictate. Off-duty Wheaton Police Officers may
be called in to relieve Mutual Aid participants from other agencies.
Once the Detention Center is secure, police officers shall check to see that all corridor
doors and room doors are functioning properly. Also, a check of all remaining prisoners
shall be conducted.
A complete search of the entire police facility may be necessary.
After scent identification has been established, all of an escapee's property/effects shall
be examined for investigative leads to the escapee's destination. The Jail Record Report
shall also be examined (telephone calls, visitors, etc.) for clues to a destination.
In the event of recapture, all agencies and personnel initially notified will be re-notified
of the recapture as soon as practical.
The Lieutenant or in his absence, Sergeant on scene shall be in charge of the search,
containment and all other activities connected with an escape. The Lieutenant shall
initiate an investigation into the circumstances surrounding the escape and submit a
written report which will be routed to the Chief of Police.
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WATER SHUT OFF VALVES FOR CELLS
Each cell conforms to the standards provided by the Illinois Municipal Jail and Lockup Standards

At the entrance of each cell is a metal door covering the water supply for that cell

There are two valves that control the water supply, one hot valve for faucet:

One valve for cold water and also supplies water to the toilet:
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The water supply to the cell may be shut off by turning each valve clockwise. The water should only be
shut off to prevent detainees from intentionally flooding / damaging a cell or destroying evidence. At no
time, should the water be shut off as a form of punishment. A supervisor shall be notified any time the
water is shut off to any of the cells.

Safety Restraint Chair
The Safety Restraint Chair is intended to help control combative, self-destructive, or potentially violent
detainees. If used properly it can reduce the risk of physical harm to both the detainee and staff. Violent
behavior may mask dangerous medical conditions; therefore, detainees must be monitored for and
provided with medical treatment if needed. When in doubt, call paramedics to respond to the detention
center.
Any arrestee in the detention facility has the potential to become dangerous to themselves or others at
any time while in custody. The level of danger posed by any arrestee in the detention facility may
change from moment to moment. Therefore, all security measures must be adhered to while the
arrestee is in Police custody. **Arrestees should be handcuffed and when warranted, wear leg irons
prior to their placement on the S.R.C.
The Safety Restraint Chair (S.R.C.) can reduce the risk of physical harm to detainees and employees. The
S.R.C. is to be used for no more than two hours for any one prisoner. The S.R.C. shall not be used as a
means of punishment.
The use of the S.R.C. requires the approval of an on-duty supervisor. The first line of the arrest report
shall document the use of the SRC. A copy of the Detention Center video covering the entire time an
arrestee remained inside the police facility will be created by the arresting officer and entered into
evidence. A copy of the report will be forwarded to the Deputy Chief of Patrol.
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PROCEDURES:
This is a minimum two-officer process. Do not attempt to secure an arrestee in the S.R.C. by yourself.

Officers using the S.R.C. must be familiar with the contents of this Training Bulletin and have
received training in the use and operation of the S.R.C.
Ensure that all of the arrestee’s personal property has been removed from them (jewelry, glasses,
shoes, boots, socks, coat, hat, belt, or cell phones). They should only be dressed in their shirt,
pants or dress.
With hands still handcuffed to the rear of the arrestee, officers control the arrestee into a seated
position on the S.R.C., secure the lap belt free end in the lap belt clevis, and pull the handle until
snug.
Remove leg irons if used prior to placing detainee onto the chair.
Officers shall provide constant “eyes on or in-person” observation of arrestee whenever the
arrestee is restrained in the S.R.C. The arrestee should not be restrained in the S.R.C. for
more than two hours. The time limit was established to allow for the arrestee to calm down or
become sober.
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It also provides a secure position for the arrestee to be maintained for medical
evaluation.
The S.R.C. must be kept in an upright position.

DOCUMENTATION OF EXTRAORDINARY OR UNUSUAL OCCURRENCES
Pursuant to Section 720.130 of the Illinois Municipal Jail and Lockup Standards, all extraordinary or
unusual occurrences which involve or endanger the physical welfare of employees or prisoners in the
Detention Center shall be documented in writing and forwarded thru the chain of command within 72
hours of the occurrence or its discovery.
Extraordinary or unusual occurrences shall include:
a.
b.
c.
d.
e.

Death, regardless of cause
Attempted suicide (if hospitalization or medical treatment is required)
Serious injury
Escape or attempted escape
Serious fire resulting in property damage, personal injury, or evacuation
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f.
g.
h.
i.
j.
k.
l.
m.
n.
o.

Detainee disturbance involving four or more individuals, riot, or hostage situation
Battery on a staff member or visitor by a detainee
Battery on a detainee by an employee
Battery on a detainee by another detainee (only if hospitalization or extensive medical
treatment is required)
Sexual assault
Occurrences of contagious or infectious disease or illness within the facility excluding
names of detainees or others involved (Not “sick” person)
Discovery of firearms or weapons, as defined in 720 ILCS 5/31A-1.1, in cells, detention
rooms, or other detainee areas
A written or oral act of intimidation by a detainee on detainees or staff for which
criminal charges result
Use of chemical agents
Major property damage

The Lieutenant on duty at the time of the incident is responsible for completion of the Department
of Corrections Report of Extraordinary or Unusual Occurrences as soon as possible. The original
Department of Corrections Report and copies of any related police reports will be routed to the
Chief of Police.
Subsequent to review by the Chief of Police, the completed Department of Corrections Report to
the Bureau of Detention Standards and Services in Springfield. A copy of the report will be
maintained by the Deputy Chief of Operations.
Incidents involving loss of or damage to any Wheaton Police Department property or prisoner
personal property is to be documented in memorandum form, with the report transmitted by the
Lieutenant to the Deputy Chief of Operations and a copy transmitted to the Chief of Police.

ARREST RECORD CONFIDENTIALITY
It is the responsibility of the Deputy Chief of Support or his designee (Records Manger) to:
a.
b.
c.
d.
e.

Ensure that the appropriate arrest information is collected and supplied to the
Department of State Police pursuant to Illinois Compiled Statutes, Chapter 20, Paragraph
2630/2.1.
Ensure that the dissemination of arrest information is in compliance with all applicable
federal and state laws.
Ensure compliance with lawful orders to expunge arrest records relating to persons
arrested by this Department pursuant to 20 ILCS 2630 5/
Ensure that arrest records are stored in a secure area so that they are protected from
theft, loss, tampering and destruction.
Ensure records resulting from medical treatment of any prisoner are kept in a separate
file and remain confidential.
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f.

g.

Ensure that a prisoner population accounting system is maintained and comply with
Section 720.130 of the State of Illinois Municipal Jail and Lockup Standards by filing a
quarterly Population Report with the Detention Standards and Services Unit of the
Department of Corrections on forms supplied by the Unit.
Reports are due to the Unit by the tenth day of each month following the end of each
quarter.

Fire Prevention (Compliance with Jail Standards)
The Wheaton Police Department, including the Detention Center, has an automatic fire alarm,
heat and smoke detection system that is approved by the Wheaton Fire Department. The alarm
system provides both audible and visual alerts and is directly connected to DuComm. Fire
prevention practices and procedures in the Detention Center will include, but not be limited to,
the following:
a.
b.
c.
d.
e.

No smoking
Flame-retardant mattresses and bedding will be provided for each detention room
All lighters and matches will be confiscated from prisoners during intake search
procedures.
Regularly scheduled inspections and testing of the fire equipment and the fire detection
system will be conducted by Facilities Manager.
In the event of smoke, fire, or an activated fire alarm within the Detention Center, all
prisoners are to be moved to a secure area. The range will be considered the first option.
Efforts shall be made to complete this move prior to the arrival/entry of Fire Department
personnel. In the event of smoke, fire, or an activated fire alarm in some other part of
the building, prisoners are not to be moved from the Detention Center unless there is
danger to the Detention Center, or the entire building requires evacuation.

FIRE EQUIPMENT LOCATION
All fire equipment located in the Detention Center shall be approved, in writing, by Wheaton FD.
Fire equipment in the Detention Center can be found in the following locations:
Fire extinguisher
(1)
Behind panel on east wall of west cell area
Fire alarm pull stations
(1)
Booking area next to west door
(2)
Sally port - one each on north and south walls
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Fire detection sprinklers
(1)
Throughout the entire facility including detention rooms.
Smoke and heat detection devices
(1)
Corridors
(2)
Sally port

EMERGENCY EVACUATION EXIT PLAN
Emergency evacuation of persons from the Detention Center shall normally be via the east
entrance/exit of the Center, and then to the range or other safe location. Emergency alert and
removal of prisoners from the Detention Center in fire, disaster, or other emergency situations
shall conform, when possible, to the following:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.
m.

In case of fire, immediately pull the fire alarm
HVAC system is automatically shut down upon the activation of the sprinkler system
In any fire, disaster, or other emergency, immediately notify DuComm of the nature and
extent of the emergency
Notify the Lieutenant or on-duty supervisor of the situation and make staff notifications
when feasible.
In case of fire, access to the Detention Center will be provided by manually unlocking the
electrically operated corridor doors
Insofar as safety and emergency conditions permit, a minimum of two (2) officers should
be present prior to prisoners being released from holding rooms and detention rooms. If
possible, priority should be given to removing any juvenile prisoners.
Prisoners removed from holding rooms and detention rooms shall be taken to a place of
safety within the building -- with first choice being the range.
Prisoners are not to be removed from the building unless the structure itself is in danger.
If this danger exists, prisoners are to be removed from the building through the nearest
available exit.
Prisoners may be temporarily held in police vehicles equipped with prisoner screens.
When prisoners may have been injured, they shall receive immediate medical attention
and/or be transported to a medical treatment center. Transportation shall be provided
by Medics.
When prisoners are unable to be returned to the Detention Center, arrangements should
be made by the supervisor to transfer the prisoners to the DuPage County Jail. If possible,
prisoners held for minor offenses are to be released on Individual Bond.
If necessary, the DuPage County Sheriff's Office transport vehicle shall be requested and
used for short-term holding or for transfer to the County Jail for holding.
Sufficient personnel shall be dispatched to assist in the evacuation, custody and/or
transportation of prisoners.
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AUTHORITY AND RESPONSIBILITY DURING A FIRE
a.
b.
c.

During an emergency, the highest-ranking Police Officer on duty shall have absolute and
total authority for decision-making affecting the Detention Center, the emergency, and
security of the premises.
Admittance to the Detention Center shall be through the Sally Port. Whenever practical,
the Fire Department shall be notified before their arrival if the incident involves the
Detention Center and shall be directed to the Sally Port for admittance.
Within the limits of safety, an officer shall accompany fire personnel within the Detention
Center. If it is unsafe for an officer to enter, the fire personnel shall be provided with a
paracentric key and an officer shall remain at or near the sally port to aid fire personnel
within the Detention Center.
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5.37.1

POLICY

It is the policy of the Wheaton Police Department to adhere to the booking schedule set forth by the 18th Judicial Circuit
Court of DuPage County, Illinois. These guidelines shall remain in effect until amended and re-issued by the Circuit Clerk.
For guidelines, see the booking schedule attached to this department order.
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The 18th Judicial Circuit Court of DuPage County, Illinois

ARREST BOOKING GUIDELINES
Effective December 1, 2020
FELONY DIVISION
CF - case type

Note: Felony division includes misdemeanor, DUI, domestic violence, and traffic
charges which are companions to the felony charge.

On View Arrest
Defendant cannot post bail at police station. Defendant must be brought to the DuPage County jail to
appear before a judge in Bond Court.
Court date, time and location will be set by the bond court judge.

Arrest on Warrant
If the case has been assigned to a Felony Division judge and has a circuit court case number, the
defendant can be released on bond at the police station in the amount of bail set on the warrant. The
court date shall be assigned as follows:
Judge Kinsella
Judge Telander
Judge Guerin
Judge McGimpsey
Judge A.C.O. Walsh
Judge MacKay

Room 4000
Room 4004
Room 4006
Room 4010
Room 4012
Room 4014

Monday
Monday
Monday
Monday
Monday
Monday

9:00 am
9:00 am
9:00 am
9:00 am
9:00 am
9:00 am

Note: If an arrest with a warrant is made and the defendant is released on bond at the police station
and a preliminary hearing date was set in accordance with the above schedule, YOU MUST
IMMEDIATELY NOTIFY THE STATE’S ATTORNEY OF THE ARREST AND THE COURT DATE
THAT WAS SET BY YOUR AGENCY. This will give them sufficient time to prepare the matter and
notify the witnesses that will be required for the preliminary hearing.
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MISDEMEANOR DIVISION
DT - case type

Note: Misdemeanor division includes misdemeanor, domestic violence and traffic
charges which are companions to the DUI charge

On View Arrest
Defendant can be released on bail at the police station. The case shall be set for arraignment not
less than 26 days and no more than 42 days at the hour of 9:00 am on the principal officer’s
assigned house court date that falls within this time frame.
DT arrests made by Elmhurst, Wheaton, Naperville, Villa Park, Geneva, Addison, Glen Ellyn, Itasca,
and Oakbrook are returnable to courtroom 3001A, DuPage County Judicial Center, 505 N. County
Farm Road, Wheaton, Illinois.
DT arrests made by Animal Control, Aurora, Bartlett, Bloomingdale, BSNF Railroad, Carol Stream,
Darien, Department of Natural Resources, Glendale Heights, , Hinsdale, ISP No. 2, 3 and 5, Lisle,
METRA, Oakbrook Terrace, Schaumburg, S.O.S., St. Charles, Warrenville, and Woodridge are
returnable to courtroom 4015, DuPage County Judicial Center, 505 N. County Farm Road, Wheaton,
Illinois.
DT arrests made by Bensenville, Burr Ridge, Bolingbrook, Chicago O’Hare, Clarendon Hills, College
of DuPage, Downers Grove, Elk Grove Village, Forest Preserve, Fox Valley Park, Hanover Park,
Illinois Benedictine, ISP No. 15, Lemont, Lombard, Roselle, Sheriff’s Office, Wayne, Westmont, West
Chicago, Willowbrook, Winfield and Wood Dale are returnable to courtroom 4017, DuPage County
Judicial Center, 505 N. County Farm Road, Wheaton, Illinois.
(PLEASE SEE ARRAIGNMENT SCHEDULE ON PAGE 6)

Arrest on Warrant
Defendant can be released on bond at the police station. The case shall be set for arraignment not
less than 26 days and no more than 42 days at the hour 9:00 am on the principal officer’s assigned
house court date that falls within this time frame. All cases are returnable to their assigned location.
If there is a specific future court date written on the warrant, you must use that date.

Special conditions on DUI arrest
In the event a defendant cannot post bail at the police station and is transported to the DuPage
County jail, the following forms must accompany the tickets and/or complaints.
1.
2.
3.
4.

Warning to motorist
Officer’s sworn report
Affidavit or Certification statement
A valid future court date, location and time that falls within the
appropriate time frame.

When taking bond on a DUI case, the amount of bond is always $3,000.00 regardless of the type
of bail being taken (full cash, 10%, DL + $100, personal recognizance, individual).
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MISDEMEANOR DIVISION
DV - case type

Note: Includes misdemeanor and traffic charges which are companion cases to the
domestic violence charge

On View Arrest
Defendant cannot post bail at police station. Defendant must be brought to the DuPage County Jail
to appear before a judge in Bond Court. Court date, time and location will be set by the bond court
judge. All cases shall be set in courtroom 4007 at 09:00am in the DuPage County Judicial Center,
505 N. County Farm Road, Wheaton, Illinois.

Arrest on Warrant
Defendant cannot post bail at police station. Defendant must be brought to the DuPage County Jail
to appear before a judge in Bond Court. Court date, time and location will be set by the bond court
judge. The case shall be set for arraignment not less than 30 days at the hour 9:00 am on the
principal officer’s assigned house court date. All cases shall be set in courtroom 4007 at the DuPage
County Judicial Center, 505 N. County Farm Road, Wheaton, Illinois.

Special conditions on DV arrests
Defendant cannot post bail at police station. Defendant must be brought to the DuPage County Jail
to appear before a judge in Bond Court. Upon defendant’s release, the special Domestic Violence
Addendum to the Bail Bond must be completed and signed by the defendant.
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MISDEMEANOR DIVISION
CM - case type

Note: Includes class A and B misdemeanors only and a violation of Unlawful visitation
interference (720 ILCS 5/10-5.5). Traffic charges which are companions to the
misdemeanor charge are also included.

On View Arrest
Defendant can be released on bond at the police station. The case shall be set for arraignment not
less than 30 days at the hour of 9:00 am on the principal officer’s assigned house court date. All
cases shall be set to the Criminal Courts, DuPage County Judicial Center, 505 N. County Farm Road,
Wheaton, Illinois. DO NOT ASSIGN A COURTROOM ON THE BAIL BOND. Check the “DuPage
County Judicial Center” box.

Arrest on Warrant
Defendant can be released on bond at the police station. The case shall be set for arraignment not
less than 30 days at the hour 8:30 am on the principal officer’s assigned house court date. All cases
shall be set to their assigned location. If there is a specific future court date written on the
warrant, you must use that date.
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TRAFFIC DIVISION

CM, TR, CV and OV - case types

Note: Includes class C misdemeanors, traffic, conservation and ordinance offenses.

On View Arrest
Defendant can be released on bond by posting an individual bond, driver’s license, bail bond
certificate, or cash bond in the amount set by the Illinois Supreme Court Rules or, for those motorists
from a state that is a member of the Driver’s License Compact, by signing the “Promise to Comply”.
DO NOT ASSIGN A COURT DATE. The defendant will be notified by the Circuit Court Clerk through
mail of an assigned court date, location and time. If the defendant is released on bond, check the box
on the bail bond that indicates court date and time will be assigned by the Circuit Court Clerk. If you
are using the electronic citation program, a date, location and time will appear on the face of the
citation.

Arrest on Warrant
First court appearance – Defendant is to be released on bond in the amount of bail shown on the
warrant. Set the court date not less than 14 days and no more than 60 days on the principal officer’s
assigned traffic court date that falls within this time frame. Contact the police jurisdiction that filed the
charge for a correct court date of the arresting police officer.
Failure to appear or pay – Defendant is to be released on bond in the amount of bail shown on the
warrant. If there is a specific future court date written on the warrant, you must use that date. If that
information is not available, contact the police jurisdiction that filed the charge for a correct court date
of the arresting police officer.

Defendant’s brought to DuPage County jail
Any time that a defendant is brought to the DuPage County jail by a local police jurisdiction and bond
must be set by a judge, the jail booking officer shall set the court date, time and location as set
by the bond court judge and shown on the Mittimus.
Any time that a defendant is brought to the DuPage County jail by a local police jurisdiction, and the
defendant cannot post bail; the defendant shall be scheduled at the next session of bond court. If the
defendant becomes able to post bail prior to appearing before the bond court judge, set the court date
not less than 14 days and no more than 60 days from the date of arrest. The date must be a
principal officer’s assigned traffic court date that falls within this time frame. Contact the police
jurisdiction that filed the charge for a correct court date of the arresting police officer.
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POLICE AGENCIES
ARRAIGNMENT SCHEDULE
EFFECTIVE DECEMBER 2020
ALL ARRAIGNMENTS SCHEDULED FOR 9:00 AM
Courtroom 3001A
MONDAY
Elmhurst
Geneva

TUESDAY
Naperville

WEDNESDAY
Villa Park
Wheaton

THURSDAY
Glen Ellyn
Itasca
Addison

FRIDAY
Oakbrook

THURSDAY
SOS
St. Charles
Hinsdale
Bloomingdale
Glendale Heights

FRIDAY
ISP No. 2
Schaumburg

Courtroom 4015
MONDAY
Carol Stream
ISP No. 3 & 5

TUESDAY
Animal Control
Bartlett
Aurora
Oakbrook Terrace
Woodridge

Darien

WEDNESDAY
BNSF Railroad*
Lisle
METRA
Dept. Nat. Resources
Warrenville

Courtroom 4017
MONDAY

TUESDAY

Burr Ridge
Westmont
West Chicago
Wood Dale

College of DuPage
Elk Grove Village
Hanover Park
Bolingbrook
Ill. Benedictine
Clarendon Hills

WEDNESDAY
Downers Grove
Willowbrook
Fox Valley Park
Lemont
Sheriff’s Office

*Burlington Northern Sante Fe Railroad
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THURSDAY
ISP No. 15
Bensenville
Chicago O’Hare
Forest Preserve

FRIDAY
Lombard
Roselle
Wayne
Winfield

BODY ARMOR 5.38
5.38.1
PURPOSE
The purpose of this policy is to provide law enforcement officers with guidelines for the proper
use of body armor.
5.38.2
POLICY
It is the policy of the Wheaton Police Department to maximize officer safety through the use of
body armor in combination with prescribed safety procedures. While body armor provides a
significant level of protection, it is not a substitute for the observance of officer safety
procedures.
5.38.3
ISSUANCE OF BODY ARMOR
The training officer shall ensure that body armor is issued to all officers when the officer begins
service at the Wheaton Police Department and that, when issued, the body armor
meets or exceeds the standards of the National Institute of Justice (50 ILCS 712/10).
The Deputy Chief of Operations shall establish a body armor replacement schedule and ensure
that replacement body armor is issued pursuant to this schedule or whenever the body armor
becomes worn or damaged to the point that its effectiveness or functionality has been
compromised.
5.38.3.1

USE OF SOFT BODY ARMOR

Generally, the use of body armor is required subject to the following:
(a) Officers shall only wear agency-approved body armor.
(b) Officers shall wear body armor anytime they are in a situation where they could
reasonably be expected to take enforcement action.
(c) Officers may be excused from wearing body armor when they are functioning
primarily in an administrative or support capacity and could not reasonably be
expected to take enforcement action.
(d) Body armor shall be worn when an officer is working in uniform or taking part in
Department range training.
(e) An officer may be excused from wearing body armor when he/she is involved in
undercover or plainclothes work that his/her supervisor determines could be
compromised by wearing body armor, or when a supervisor determines that other
circumstances make it inappropriate to mandate wearing body armor.
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5.38.3.2
INSPECTIONS OF BODY ARMOR
Supervisors should ensure that body armor is worn and maintained in accordance with this policy
through routine observation and periodic documented inspections. Periodic inspections of body
armor should be conducted for fit, cleanliness, and signs of damage, abuse, and wear.
5.38.3.3
CARE AND MAINTENANCE OF SOFT BODY ARMOR
Soft body armor should never be stored for any period of time in an area where environmental
conditions (e.g., temperature, light, humidity) are not reasonably controlled (e.g., normal
ambient room temperature/humidity conditions), such as in automobiles or automobile trunks.
Soft body armor should be cared for and cleaned pursuant to the manufacturer’s care
instructions provided with the soft body armor. The instructions can be found on labels located
on the external surface of each ballistic panel. The carrier should also have a label that contains
care instructions. Failure to follow these instructions may damage the ballistic performance
capabilities of the armor. If care instructions for the soft body armor cannot be located, contact
the manufacturer to request care instructions. Soft body armor should not be exposed to any
cleaning agents or methods not specifically recommended by the manufacturer, as noted on the
armor panel label. Soft body armor should be replaced in accordance with the manufacturer’s
recommended replacement schedule.
5.38.4
FUNDING
The Deputy Chief of Operations shall coordinate body armor replacement and will seek grant
funding as appropriate (50 ILCS 712/10). All department procedures shall be in compliance with
the terms and conditions detailed in any applicable grant.
5.38.5

STATE REGULATIONS

The issuance, replacement and funding associated with body armor shall be in compliance with
the regulations set forth in 50 ILCS 712/10, the Law Enforcement Officer Bulletproof Vest Act.
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FOOT PURSUITS 5.39
5.39.1

PURPOSE

This department order provides guidelines to assist officers in making the decision to initiate or
continue a pursuit of suspects on foot.
5.39.2

POLICY

It is the policy of this department that officers, when deciding to initiate or continue a foot
pursuit, continuously balance the objective of apprehending the suspect with the risk and
potential for injury to department members, the public or the suspect.
Officers are expected to act reasonably, based on the totality of the circumstances.
5.39.3

DECISION TO PURSUE

The safety of department members and the public should be the primary consideration when
determining whether a foot pursuit should be initiated or continued. Officers must be mindful
that immediate apprehension of a suspect is rarely more important than the safety of the
public and department members.
Officers may be justified in initiating a foot pursuit of any individual that the officer reasonably
believes is about to engage in, is engaging in or has engaged in criminal activity. The decision
to initiate or continue such a foot pursuit, however, must be continuously re-evaluated in light
of the circumstances present at the time.
Mere flight by a person who is not suspected of criminal activity alone shall not serve as
justification for engaging in an extended foot pursuit without the development of reasonable
suspicion regarding the individual’s involvement in criminal activity or being wanted by law
enforcement.
Deciding to initiate or continue a foot pursuit is a decision that an officer must make quickly
and under unpredictable and dynamic circumstances. It is recognized that foot pursuits may
place department members and the public at significant risk. Therefore, no officer or supervisor
shall be criticized or disciplined for deciding not to engage in a foot pursuit because of the
perceived risk involved.
If circumstances permit, surveillance and containment are generally the safest tactics for
apprehending fleeing persons. In deciding whether to initiate or continue a foot pursuit, an
officer should continuously consider reasonable alternatives to a foot pursuit based upon the
circumstances and resources available, such as:
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a. Containment of the area.
b. Saturation of the area with law enforcement personnel, including assistance
from other agencies.
c. A canine search.
d. Thermal imaging or other sensing technology.
e. Air support.
f. Apprehension at another time when the identity of the suspect is known or
there is information available that would likely allow for later apprehension, and
the need to immediately apprehend the suspect does not reasonably appear to
outweigh the risk of continuing the foot pursuit.
5.39.4

GENERAL GUIDELINES

When reasonably practicable, officers should consider alternatives to engaging in or continuing
a foot pursuit when:
a. Directed by a supervisor to terminate the foot pursuit; such an order shall be
considered mandatory.
b. The officer is acting alone.
c. Two or more officers become separated, lose visual contact with one another or
obstacles separate them to the degree that they cannot immediately assist each
other should a confrontation take place. In such circumstances, it is generally
recommended that a single officer keep the suspect in sight from a safe distance
and coordinate the containment effort.
d. The officer is unsure of his/her location and direction of travel.
e. The officer is pursuing multiple suspects and it is not reasonable to believe that
the officer would be able to control the suspect should a confrontation occur.
f. The physical condition of the officer renders him/her incapable of controlling the
suspect if apprehended.
g. The officer loses radio contact with the dispatcher or with assisting or backup
officers.
h. The suspect enters a building, structure, confined space, isolated area or dense
or difficult terrain, and there are insufficient officers to provide backup and
containment. The primary officer should consider discontinuing the foot pursuit
and coordinating containment pending the arrival of sufficient resources.
i. The officer becomes aware of unanticipated or unforeseen circumstances that
unreasonably increase the risk to officers or the public.
j. The officer reasonably believes that the danger to the pursuing officers or public
outweighs the objective of immediate apprehension.
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k. The officer loses possession of his/her firearm, radio, or other essential
equipment.
l. The officer or a third party is injured during the foot pursuit, requiring immediate
assistance, and there are no other emergency personnel available to render
assistance.
m. The suspect’s location is no longer known.
n. The identity of the suspect is established or other information exists that will
allow for the suspect’s apprehension at a later time, and it reasonably appears
that there is no immediate threat to department members or the public if the
suspect is not immediately apprehended.
o. The officer’s ability to safely continue the foot pursuit is impaired by inclement
weather, darkness or other environmental conditions.
5.39.5

RESPONSIBILITIES IN FOOT PURSUITS

5.39.5.1

INITIATING OFFICER RESPONSIBILITIES

Unless relieved by another officer or a supervisor, the initiating officer shall be responsible
for coordinating the progress of the pursuit and containment. When acting alone and when
practicable, the initiating officer should not attempt to overtake and confront the suspect but
should attempt to keep the suspect in sight until sufficient officers are present to safely
apprehend the suspect.
Early communication of available information from the involved officers is essential so that
adequate resources can be coordinated and deployed to bring a foot pursuit to a safe
conclusion. Officers initiating a foot pursuit should, at a minimum, broadcast the following
information as soon as it becomes practicable and available:
a.
b.
c.
d.
e.

Location and direction of travel
Call sign identifier
Reason for the foot pursuit, such as the crime classification
Number of suspects and description, to include name if known
Whether the suspect is known or believed to be armed with a dangerous
weapon

Officers should be mindful that radio transmissions made while running may be difficult to
understand and may need to be repeated. Absent extenuating circumstances, any officer
unable to broadcast this information promptly and effectively should terminate the foot
pursuit. If the foot pursuit is discontinued for any reason, immediate efforts for containment
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should be established and alternatives considered based upon the circumstances and available
resources.
When a foot pursuit terminates, the officer will notify the dispatcher of his/her location and the
status of the foot pursuit termination (e.g., suspect in custody, lost sight of suspect), and will
direct further actions as reasonably appear necessary, to include requesting medical aid as
needed for officers, suspects or members of the public.
5.39.5.2

ASSISTING OFFICER RESPONSIBILITIES

Whenever any officer announces that he/she is engaged in a foot pursuit, all other officers
should minimize non-essential radio traffic to permit the involved officers maximum access to
the radio frequency.
5.39.5.3

SUPERVISOR RESPONSIBILITIES

Upon becoming aware of a foot pursuit, the supervisor shall make every reasonable effort to
ascertain sufficient information to direct responding resources and to take command, control
and coordination of the foot pursuit. The supervisor should respond to the area whenever
possible; the supervisor does not, however, need not be physically present to exercise control
over the foot pursuit. The supervisor shall continuously assess the situation in order to ensure
the foot pursuit is conducted within established department guidelines.
The supervisor shall terminate the foot pursuit when the danger to pursuing officers or the
public
appears to unreasonably outweigh the objective of immediate apprehension of the suspect.
Upon apprehension of the suspect, the supervisor shall promptly proceed to the termination
point to direct the post-foot pursuit activity.
5.39.6

REPORTING REQUIREMENTS

The initiating officer shall complete appropriate crime/arrest reports documenting, at a
minimum:
a.
b.
c.
d.
e.
f.

Date and time of the foot pursuit.
Initial reason and circumstances surrounding the foot pursuit.
Course and approximate distance of the foot pursuit.
Alleged offenses.
Involved vehicles and officers.
Whether a suspect was apprehended as well as the means and methods used.
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1. Any use of force shall be reported and documented in compliance with the
Use of Force Department Order.
g. Arrestee information, if applicable.
h. Any injuries and/or medical treatment.
i. Any property or equipment damage.
j. Name of the supervisor at the scene or who handled the incident.
Assisting officers taking an active role in the apprehension of the suspect shall complete
supplemental reports as necessary or as directed. The supervisor reviewing the report will
make a preliminary determination that the pursuit appears to be in compliance with this policy
or that additional review and/or follow-up is warranted.
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TRAFFIC FUNCTION AND RESPONSIBILITY 6.1
6.1.1

PURPOSE

The ultimate goals of traffic law enforcement is to reduce traffic collisions, improve motorist and
pedestrian safety, and gain compliance with motor vehicle laws. This may be achieved through
the application of such techniques as geographic/temporal assignment of personnel and
equipment and the establishment of preventive patrols to deal with specific categories of
unlawful driving behavior. Traffic enforcement techniques are based on crash data, enforcement
activity records, traffic volume, citizen complaint, and traffic conditions. This department
provides enforcement efforts toward violations, not only in proportion to the frequency of their
occurrence in accident situations, but also in terms of traffic-related needs.
6.1.2

POLICY

It is the policy of the Wheaton Police Department to enforce all traffic laws and ordinances to
promote traffic safety and reduce motor vehicle traffic crashes. All officers are responsible for
the traffic law enforcement function and shall focus their efforts primarily on the contributing
causes of injury crashes to include, but not limited to speed violations, DUI enforcement,
distracted driving enforcement, and occupant protection enforcement.
6.1.3

TRAFFIC OFFICER DEPLOYMENT

All officers assigned to patrol or the Traffic Unit will emphasize enforcement of traffic related
violations. All officers will take directed enforcement action on request, and random
enforcement action when appropriate against violators as a matter of daily responsibility. All
officers shall maintain high visibility while working general enforcement, especially at high
accident locations. Other factors to be considered for areas of concentration include school
zones, citizen requests, presence of children and/or pedestrians, construction zones, or special
events.
6.1.4

MOTORIST STOP PROCEDURES

6.4.1

Traffic Law Violators/Unknown Risk Stops

Since no two traffic stops are exactly alike, there are inherent unknown risks associated with all
stops. The following guidelines are recommended to provide for officer safety when stopping
traffic law violators. The officer shall advise DuComm of all traffic stops. The officer shall provide
the location of the stop, the license plate number and when necessary, other identifiers of the
vehicle and occupants.
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1. The traffic stop is controlled by the actions of the officer and should be conducted
in a manner that provides the highest amount of safety and security.
2. When approaching the vehicle, the following procedures should apply:
a. Officers should be aware of their surroundings, and make sure that they exit out
of their vehicles in a safe manner. (i.e. being mindful of surface and traffic
conditions.)
b. Officers initiating contact with the occupants of the vehicle should be positioned
in a safe location.
c. When safe to do so, officers should survey the interior of the vehicle.
6.4.2

HIGH RISK TRAFFIC STOPS

All traffic stops have the potential for unknown risk and can become hazardous and dangerous.
Under certain circumstances, officers will have the opportunity to evaluate traffic stop risk
factors prior to attempting the stop. High risk traffic stops include, but are not limited to forcible
felonies, crimes involving the use of weapons, stolen vehicles, the conclusion of any motor
vehicle pursuit and the officer’s articulable facts based upon the totality of the circumstances.
Officers shall conduct all high-risk traffic stops in accordance with department training.
6.1.4

ENFORCEMENT

Traffic enforcement will be consistent with applicable laws and take into account the degree
and severity of the violation committed. This department does not establish ticket quotas. The
number of citations issued by any officer shall not be used as criterion for evaluating officer
overall performance, but the number of traffic stops completed, arrests, written warnings, and
crime prevention measures are appropriate evaluation criterion (55 ILCS 5/5-1136; 65 ILCS 5/111-12).
Several methods are effective in the reduction of collisions:
6.1.4.1

WARNINGS

Warnings or other non-punitive enforcement actions should be considered in each situation
and substituted for arrests or citations when circumstances warrant.
6.1.4.2

CITATIONS

Citations may be issued when an officer believes it is appropriate. It is essential that officers fully
explain the rights and requirements imposed on motorists upon issuance of a citation for a traffic
violation. Officers should provide the following information at a minimum:
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a. Explanation of the violation or charge.
b. Court appearance procedure including the optional or mandatory appearance by
the motorist.
c. Notice of whether the motorist can enter a plea and pay the fine by mail or at the
court.
6.1.4.3

PHYSICAL ARREST

Physical arrest can be made on a number of criminal traffic offenses outlined in the Vehicle Code
or Criminal Code. These physical arrest cases usually deal with, but are not limited to:
a.
b.
c.
d.
e.
6.1.5

Reckless homicide.
Felony and misdemeanor driving under the influence of alcohol/drugs.
Felony or misdemeanor hit-and-run.
Any other misdemeanor with the approval of the supervisor
SUSPENDED OR REVOKED DRIVERS LICENSES/NVDL
HIGH-VISIBILITY VESTS

The Department has provided American National Standards Institute (ANSI) Class II high visibility
vests to increase the visibility of department members who may be exposed to hazards
presented by passing traffic, maneuvering, or operating vehicles, machinery, and equipment (23
CFR 655.601).
Although intended primarily for use while performing traffic related assignments, high visibility
vests may be worn at any time increased visibility would improve the safety or efficiency of the
member.
6.1.5.1

REQUIRED USE

Except when working in a potentially adversarial or confrontational role, such as during vehicle
stops, high-visibility vests should be worn at any time it is anticipated that an employee will be
exposed to the hazards of approaching traffic or construction and recovery equipment. Examples
of when high-visibility vests should be worn include traffic control duties, accident investigations,
lane closures and while at disaster scenes, or anytime high visibility is desirable. When emergency
conditions preclude the immediate donning of the vest, officers should retrieve and wear the
vest as soon as conditions reasonably permit. Use of the vests shall also be mandatory when
directed by a supervisor.
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Vests maintained in the investigation units may be used any time a plainclothes officer might
benefit from being readily identified as a member of law enforcement.
6.1.6

SEIZURE OF ITEMS

Officers who reasonably believe that any certificate of title, registration card, permit, license,
registration plate, license plate, disability license plate, parking decal or device, or registration
sticker is fictitious, expired, revoked, cancelled, suspended, or unlawfully issued may seize such
items for return of the items to the Secretary of State (625 ILCS 5/2-111).

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

TRAFFIC CRASH INVESTIGATIONS 6.2
6.2.1

PURPOSE

The purpose of this order is to establish policies and procedures related to the Department's
traffic crash investigation efforts.
6.2.2

DEFINITIONS

City-Owned Vehicle: Any motor vehicle owned, assigned, leased, rented, or borrowed by the City
of Wheaton, except Police Department Vehicles.
Crash Investigator: Any police officer with Crash Investigation I level training or its equivalent.
Crash Reconstruction Team: A group of two or more police officers trained to investigate Type A
Injury or Fatal traffic crashes which includes a minimum of one (1) certified Crash
Reconstructionist.
Department vehicle: Any motor vehicle owned, assigned, leased, rented, or borrowed by the
Police Department.
Officer-involved Death: Includes any death resulting from a motor vehicle accident, if the law
enforcement officer was engaged in law enforcement activity involving the individual or the
individual's vehicle in the process of apprehension or attempt to apprehend (50 ILCS 727/1-5).
Type A Injury: As defined by the Illinois Department of Transportation in the SR-1050
Instructional Manual, a Type A Injury is a serious injury (incapacitating) other than fatal which
results in one or more of the following:
a. Severe laceration resulting in exposure of underlying tissues/muscle/organs or resulting
in significant loss of blood
b. Broken or distorted extremity (arm or leg)
c. Crush injuries
d. Suspected skull, chest, or abdominal injury other than bruises or minor lacerations
e. Significant burns (second and third degree burns over 10% or more of the body)
f. Unconsciousness when taken from the crash scene
g. Paralysis
6.2.3

OFFICER-INVOLVED DEATH RESULTING FROM A MOTOR VEHILCE ACCIDENT

All officer-involved deaths resulting from a motor vehicle accident shall be investigated as
outlined in the Police and Community Relations Improvement Act, specifically, Investigation of
officer-involved deaths; requirements (50 ILCS 727/1-10). M.E.R.I.T Major Crash Reconstruction
EFFECTIVE DATE: 05/01/2021
REVISED DATE:

TRAFFIC CRASH INVESTIGATIONS 6.2
Team (MCRT) shall be notified and serve as the investigating agency for incidents involving
officer-involved death or potential death (See department order entitled, “Officer Involved
Shooting”).
6.2.4

TYPE A INJURY OR FATAL CRASHES

Upon learning that a fatal or Type A Injury traffic crash that has the potential to be fatal has
occurred, the on-duty supervisor shall ensure the following:
a. The on-duty supervisor will be in command of the crash scene.
b. Notification to M.E.R.I.T MCRT shall be made in all fatal crashes, and those
incidents in which a Type A injury may result in death.
c. Agency notifications include Operations and Support Lieutenants, Deputy Chiefs
and Chief of Police.
d. If warranted, members of M.E.R.I.T MCRT will notify the DuPage County State’s
Attorney’s Office.
e. Prior to the end of his/her tour of duty, the on-duty supervisor will prepare and
disseminate an “Unusual Occurrence” email to the department. The email will
include the following:
1. Names and addresses of those persons involved in the crash, including the
identity of any deceased or injured person(s).
2. A brief summary of the details or circumstances involved.
3. The status of the investigation
If a department member(s) assigned to M.E.R.I.T MCRT receives notification of a callout in
another jurisdiction, the officer shall alert the on-duty supervisor for approval.
6.2.4.1

TRAFFIC CRASH SWORN REPORT

The Traffic Crash Sworn Report is only to be used in cases involving a Type A personal injury
crash where there is no indication of driver impairment as provided in Section 11- 501.6 of the
Illinois Vehicle Code. The procedure when using the Traffic Crash Sworn Report is as follows:
a. When there is a crash involving death or Type A personal injury to any party
(driver included).
b. If the officer finds no indicators on scene that the driver is under the influence of
alcohol, drugs, or intoxicating compounds.
c. The officer shall issue a Uniform Traffic Citation for any violation with the
exception of equipment violations contained in Chapter 12 (do not issue a
citation or make an arrest for DUI).
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d. Complete and read the Traffic Crash Warning to Motorist to the driver and
request they submit to a chemical test.
e. After the driver either submits to breath testing or refuses the chemical tests,
the Traffic Crash Sworn Report is then completed and issued.
f. There is no Receipt to Drive as there is no arrest for DUI in this situation.
g. When the results come back and show a B.A.C. of 0.08 or more or any amount of
a drug, substance, or intoxicating compound, the Traffic Crash Sworn Report
should be mailed to the SOS. The Sworn Report should also be mailed to the
driver along with the appropriate Uniform Traffic Citation.
h. Results of the traffic crash test cannot be used to impose a Statutory Summary
Suspension.
i. Independent probable cause must be developed for the law enforcement test
request and issuance of the Sworn Report. Important: The Traffic Crash Sworn
Report should not be used in a nonconsensual blood draw situation. If indicators
of DUI are present, follow normal DUI arrest procedure
6.2.5

TRAFFIC CRASHES INVOLVING CITY VEHICLES

Traffic crash investigation reports shall be taken when a City-owned vehicle is involved in a
traffic crash upon a roadway or highway or on private property. The respective department head
of the employee involved should be notified. Photographs of the crash scene and vehicle shall be
taken and included in the report. Additionally, any statements from the individual(s) involved and
witnesses, excluding city employees, should be memorialized by an audio/video recording or
written statement. The vehicles should not be moved until directed by the accident investigator
or the supervisor.
Officers and supervisors shall limit statements regarding fault or liability during the on-scene
investigation.
(If the crash occurred during the course of an emergency Police vehicle response, no crashrelated citations will be issued prior to the completion of a supervisory review.)
6.2.5.1

SUPERVISOR RESPONSIBILITIES

Anytime a Police Department vehicle is involved in a traffic crash, the on-duty supervisor shall
draft an “Unusual Occurrence” email to members of the Command Staff. The approval of
reports and squad crash supervisory review should be completed by a lieutenant in the officer’s
division, or as otherwise directed.
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When determining cause, it shall be the duty of the investigating supervisor to determine the
cause of the crash and whether or not the Department member operating the vehicle
contributed to the cause. The determination shall be in writing and shall specifically state the
facts, evidence, and statements which led to the decision. The classifications are:
No Fault - The operator of the department vehicle was involved in a crash and
had no reasonable means of avoiding the crash. Situations leading up to the
crash and the crash itself were beyond the driver's control.
Fault Involved - The operator of the department vehicle was involved in a crash
in which a traffic violation was committed by the operator, and/or sufficient care
was not exercised by the operator under either emergency or non-emergency
conditions.
The supervisor review will be forwarded though the chain of command.
6.2.5

TRAFFIC CRASHES ON PRIVATE PROPERTY

Generally, traffic crash reports shall not be taken for traffic crashes occurring on private
property, unless there is a death or injury to any person involved, damage to the property of
any one person in excess of $1,500 (or $500 if any of the involved vehicles are uninsured in
violation of 625 ILCS 5/7-601), a hit-and-run violation, other criminal traffic violation, a crime or
criminal act is involved, or a school bus is involved. An Incident Report may be taken at the
discretion of any supervisor (625 ILCS 5/11-406). The subjects involved will be guided by the
information indicated on the Private Property Crash Information Form (attached). A copy of
this form is available at the front desk in the police department lobby or on the website.
6.2.6

TRAFFIC CRASHES ON ROADWAYS OR HIGHWAYS

Traffic crash reports shall be taken when they occur on a roadway or highway within the
jurisdiction of this department. Officers shall make every effort to determine the at fault party
and/or primary contributing violation. Officers shall issue a written warning or citation if a
violation is identified. If unable to determine the at fault party, the officer shall indicate this
information in the crash report.
6.2.7

HIT AND RUN CRASH INVESTIGATIONS

Hit and run crashes involving death or Type A Injury will be investigated by M.E.R.I.T MCRT. For
hit and run crashes where property damage is in excess of $1,500, the officer will complete the
report on a standard crash report form.
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6.2.8

EMERGENCY TRAFFIC PLAN

The emergency traffic plan shall be implemented at the direction of a supervisor. Typically, this
plan is activated when environmental conditions are such that the patrol watch is not available
to conduct investigations at crash scenes. Once a crash is reported, the dispatcher shall advise
the parties involved to report directly to the police station, if:
a. All vehicles involved in the crash are able to be driven.
b. No person involved is injured.
c. There is no damage to City-owned property or critical traffic control devices.
1. In the event that doubt exists with reference to the above-indicated
exceptions, an officer will be dispatched to the scene for determination of
any unknown or questionable factors.
2. If an officer finds none of the above-indicated exceptions, they shall direct
the parties involved to the station to file a crash report.
When this plan is activated, an officer will generally be assigned to the police station to meet
with the participants of a traffic crash and prepare the standard Traffic Crash Report. When
completing the report, the officer should indicate the phrase, “Station Report – Emergency
Traffic Plan” in the area designated for the diagram.
6.2.9

CRASHES INVOLVING CITY PROPERTY

With the exception of the poles supporting powerlines (Commonwealth Edison) and
communication lines (telephone or cable), all property located on City parkways is owned by
the City of Wheaton.
Parkway property damage shall be indicated in the appropriate location of the Crash Report
Form. Any person who damages city property should be cited under the city ordinance for
damaging city property.
Investigating Officers are to be cognizant of the following facts:
a. Trees destroyed will not be replaced by the City unless the individual responsible
for the destruction is identified.
b. Homeowners are to be informed that they may file a claim with their own
homeowner’s insurance company to seek the replacement of the tree – or they
may participate in the City tree replacement program by contacting the Forestry
Division of Public Works and agree to share the cost to replace the tree.
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c. Officers shall prepare a City Work Order to ensure the repair or placement of
property damaged on parkways regardless if a Public Works employee was
present at the scene and effected repairs. The city work order shall request a
cost estimate for court.
6.2.10

SUPERVISORY DISCRETION

A supervisor may, if appropriate to the circumstances, request assistance from an allied agency,
M.E.R.I.T MCRT, the County Sheriff, or the Illinois State Police for the investigation of any traffic
crash.
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Attachment – Private Property Crash Information Form (175-09 WHEATON PD)
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6.3.1

PURPOSE

This department order provides guidance related to vehicle towing.
6.3.2

POLICY

The Wheaton Police Department will tow vehicles when appropriate and in accordance with
the law.
6.3.3

REMOVAL OF VEHICLES DUE TO HAZARD

When a vehicle should be towed because it presents a hazard, the owner or operator should
arrange for the towing. Department members may assist by communicating requests through
DuComm to expedite the process.
If the owner or operator is unable to arrange for towing and the vehicle presents a hazard, the
vehicle may be towed at the direction of the department member (625 ILCS 5/4-203).
Vehicles that are not the property of the City should not be driven by department members
unless it is necessary to move the vehicle a short distance to eliminate a hazard, prevent the
obstruction of a fire hydrant or comply with posted signs.
6.3.4

ARREST SCENES

Whenever the owner or operator of a vehicle is arrested, the arresting officer should provide
reasonable safekeeping by leaving the vehicle secured and lawfully parked at the scene or, when
appropriate, by having the vehicle towed, such as when the vehicle presents a traffic hazard. A
vehicle should not be towed if reasonable alternatives exist. When considering whether to leave
a vehicle at the scene, officers should take into consideration public safety as well as the
reasonable safety of the vehicle and its contents.
The following are examples of situations where a vehicle should not be towed:
a. The vehicle can be legally parked and is not needed as evidence.
b. The vehicle is parked on private property.
c. The arrestee or owner of the vehicle requests that it be released to a person who
is present, willing, and able to legally take control of the vehicle, and if intending
to operate the vehicle, must be in accordance with 625 ILCS 5/6-101 (Driver must
have a license).
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d. The vehicle is legally parked and the arrestee or owner requests that it be left at
the scene. In such cases the requester should be informed that the Department
will not be responsible for theft or damages.
6.3.5

VEHICLES RELATED TO CRIMINAL INVESTIGATIONS

Officers should tow vehicles that are needed for the furtherance of an investigation or
prosecution of a case, or that are otherwise eligible for seizure. Officers should make reasonable
efforts to return a recovered stolen vehicle to its owner rather than have it towed, so long as the
vehicle is not needed for evidence.
For guidelines pertaining to vehicle towing associated with Driving Under the Influence, see the
department order entitled, “Impaired Driving.”
6.3.6

TOWING SERVICES

Members shall not show preference among towing services that have been authorized for use
by the Department. A rotation system established by the Department for tow services should be
followed (625 ILCS 5/4-203.5).
6.3.6.1

TOW ROTATION LIST

All complaints regarding the process for inclusion on a tow rotation list or the use of a tow
rotation list shall be forwarded to the Deputy Chief of Support.
Members should only deviate from the rotation list in the following circumstances (625 ILCS
5/4-203.5):
a. A safety emergency justifies deviation.
b. The tow service next on the list is incapable of or not properly equipped for
handling a specific task related to the tow that requires special skills or equipment.
Members should document the reason for any deviation.
Towing firms are prohibited from soliciting tows that have not been requested by a member or
the owner or operator of a disabled vehicle. Members should tell any such tow operator who is
present or arrives to leave the scene (625 ILCS 5/4-203.5).
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6.3.8

VEHICLE INVENTORY

The contents of all vehicles towed at the request of department members shall be inventoried
and documented. When reasonably practicable, photographs may be taken to assist in the
inventory.
a. An inventory of personal property and the contents of open containers will be
conducted throughout the passenger and engine compartments of the vehicle
including, but not limited to, any unlocked glove box, other accessible areas under
or within the dashboard area, any pockets in the doors or in the back of the front
seat, in any console between the seats, under any floor mats and under the seats.
b. In addition to the passenger and engine compartments as described above, an
inventory of personal property and the contents of open containers will also be
conducted in any other type of unlocked compartments that are a part of the
vehicle, including unlocked vehicle trunks and unlocked car top containers.
c. Any locked compartments including, but not limited to, locked glove
compartments, locked vehicle trunks, locked hatchbacks and locked car-top
containers should be inventoried, provided the keys are available and released
with the vehicle to the third-party towing company or an unlocking mechanism
for such compartment is available within the vehicle.
d. Closed containers located either within the vehicle or any of the vehicle’s
compartments will be opened for inventory purposes if the container can be
opened without damaging it. Members should ask the occupants whether the
vehicle contains any valuables or hazardous materials. Responses should be noted
in the report.
When practicable and appropriate, cash, jewelry or other small valuables located during the
inventory process should be removed from the vehicle and given to the owner, indicated on the
prisoner property form, or booked into property for safekeeping in accordance with the
department order governing evidence. In the event the transfer of property to another is not
recorded on the in-squad audio/video recording device, a written property receipt will be drafted
indicating the transfer of property. This form should be signed by the person receiving the
property. A copy of the property form should be given to the person in control of the vehicle or,
if that person is not present, left in the vehicle.
These inventory procedures are for the purpose of protecting the vehicle owner's property,
providing for the safety of department members and protecting the Department against
fraudulent claims of lost, stolen, or damaged property.
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Towing a vehicle in order to perform an inventory shall not be used as a pretext for an evidence
search. Nothing in this policy prevents the towing of a vehicle that would occur for reasons
independent of any suspicion that the vehicle may contain evidence if it is otherwise justified by
law or this department order.
6.3.9

SECURITY OF VEHICLES AND RETRIEVAL OF PROPERTY

If the search of a vehicle leaves the vehicle or any property contained therein vulnerable to
unauthorized entry, theft or damage, the department member conducting the search shall take
such steps as are reasonably necessary to secure or protect the vehicle or property from such
hazards. Unless it would cause an unreasonable delay in towing the vehicle or create an issue of
officer safety, reasonable accommodations should be made to permit the owner, operator, or
occupant to retrieve small items of value or personal need (e.g., cash, jewelry, cell phone,
prescriptions) that are not considered evidence or contraband.
Members who become aware that a vehicle may have been towed by the Department in error
should promptly advise a supervisor. Supervisors should approve, when appropriate, the release
of the vehicle.
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6.4.1

PURPOSE

The Wheaton Police Department is dedicated to preserving life and property from the serious
threat caused by impaired drivers.
6.4.2

INVESTIGATION

An efficient and effective DUI investigation is essential to establishing probable cause and will
aid in the successful prosecution of DUI offenders. Officers shall thoroughly investigate DUI
offenses, and in cases where an arrest is made, appropriately document the course of action. A
DUI investigation should include, but is not limited to, the following:
a. Facts and circumstances of the incident
b. Confessions, incriminating statements, and/or the suspect lacking the ability to
perceive, remember or understand
c. Signs and symptoms of impairment obtained through the officer’s observations
d. Additional sources of information and/or witnesses
e. Audio and/or Video
f. Standardized Field Sobriety Tests
Standardized Field Sobriety Tests (SFSTs) will be administered in accordance with the guidelines
of the National Highway Traffic Safety Administration (NHTSA).
a. Horizontal Gaze Nystagmus (HGN)/ Vertical Gaze Nystagmus (VGN)
b. Walk and Turn
c. One Leg Stand
Additional tests which may be administered to supplement the SFSTs include:
a.
b.
c.
d.

Lack of Convergence
Modified Romberg Balance Test
Alphabet
Any additional tests, in accordance with NHTSA training and determined appropriate
by the Investigating Officer, based on the facts and circumstances of the
investigation.
e. Preliminary Breath Screening Test (PBT)
1. Only department issued PBTs are authorized for use
2. PBTs will be checked for accuracy and calibrated at least once every 93 days,
as regulated by the Department of State Police
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6.4.3

SWORN REPORT

Based on probable cause being established, and the person is arrested for DUI, or any of the
associated subsections therein, a custodial arrest will be made the subject will be transported
to the Wheaton Police Department. The arresting officer shall read the arrestee the “Warning
To Motorist.” The form will be filled out in its entirety, to include the signature of the motorist,
to serve as an acknowledgement of receipt.
In the event a Sworn Report was returned by Circuit Clerk’s Office due to an error, the arresting
officer will complete an amended Sworn Report. A new, corrected Sworn Report, indicating the
day of the correction, will be completed. The word “Amended” must be documented along the
left margin and all associated paperwork received must be submitted. A copy of the error
notification must be included with each distribution of the amended copy, except for the
arrestee.
The following copies will be provided to the following destinations:
a. "Police Officer - Send to Court of Venue" copy. To be placed in transmittal
envelope for delivery to Circuit Clerk's Office (not to be placed on daily
transmittal)
b. "Police Officer - Send to Secretary of State" copy. Mail to Secretary of State in
envelope provided by their office.
c. "Police Officer – Give to Motorist” copy. Mail to defendant.
d. "Police Officer - Retain" copy. Place with original report in Records Section.
e. "Circuit Clerk – Send to Secretary of State” copy. Include with #1 above.
f. "Circuit Clerk - Retain" copy. Include with #1 above.
6.4.4

CHEMICAL TESTS

6.4.4.1

BREATH TESTS

Only breath analysis operators who possess a valid license with the Illinois Department of State
Police is authorized to collect a breath analysis from the arrestee utilizing the Department
approved evidentiary instrument. As of the date of this order, The Wheaton Police Department
is equipped with the Intoximeter EC/IR II.
If the breath analysis reading reveals a level of 0.3 or higher, immediate notification to the onduty supervisor shall be made and Wheaton Paramedics will be summoned.
If a supervisor has a situation where the breath analysis reading for the subject indicates .00
and their personal observations of the individual leads them to believe that the subject is under
the influence of drugs or intoxicating compounds, then the process should continue by having
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the subject submit to a blood and urine test. If the supervisor observes the breath analysis
reading for the subject of .00 and the supervisor’s observations of the subject lead him/her to
believe the subject is not under the influence of alcohol, drugs or intoxicating compounds, and
the supervisor has no reason to believe the Intoximeter EC/IR II has malfunctioned, then the
supervisor has an immediate obligation and responsibility to cease and desist in the arrest of
the subject for the offense of Driving Under the Influence.
The supervisor has the direct responsibility for retrieving all paperwork, complaints, etc. related
to the offense of DUI and causing an expedient release of the subject.
6.4.4.2

BLOOD AND/OR URINE

Only a physician authorized to practice medicine, a registered nurse, trained phlebotomist, or
other person as authorized by the Illinois Department of State Police may withdraw blood.
The arresting officer shall be present and witness the blood draw, as well as the samples being
placed in the kit, to validate the authenticity of said actions. Urine samples shall be witnessed
by the arresting officer, as long as they are the same sex. If the arrestee and officer are not the
same sex, the officer may designate a witness of the same sex to witness the collection,
preferably from the Wheaton Police Department. If a urine test will be performed, the arrestee
may provide the urine sample at the Wheaton Police Department and is not required to be
transported to the hospital. The arrestee should be allowed sufficient privacy to maintain
his/her dignity, to the extent possible, while still ensuring the accuracy of the sample.
6.4.5

NOTICE OF SUMMARY SUSPENSION

The Law Enforcement Sworn Report shall be completed in its entirety, to include the indication
of refusal if the arrestee refuses or fails to complete any and/or all testing. If the arrestee
refuses to provide a chemical sample during a DUI investigation, or to submit to SFSTs during an
investigation of a medical marijuana cardholder driving while impaired by the use of cannabis,
officers shall personally serve the notice of statutory summary suspension or revocation upon
the person and take possession of any state issued license to operate a motor vehicle that is
held by that person and issue the person the Notice of Summary Suspension, which will serve
as a temporary driving permit.
6.4.6

PROSECUTING DOCUMENTS

In incidents resulting in Misdemeanor DUI arrests, including those with accompanying charges
under the Illinois Vehicle Code or any other City ordinances, the case will be prosecuted under
the local ordinance. As such, the accompanying IVC violations will also be charged as ordinance
violations. It should be noted, any arrestee charged under the local ordinance for DUI will not
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be accepted at DCSO, if the arrestee is unable to post bond or if an Individual Bond is not
approved. In this occurrence, the arrestee should be prosecuted under the Illinois Vehicle Code.
6.4.7

ARRESTEES

Arrestees shall be charged under the Illinois Vehicle Code under the following circumstances:
a. Any felony DUI
b. Any DUI accompanied by felony charges
c. Any DUI where the driver is suspended or revoked and the suspension or
revocation is based on a prior DUI arrest or conviction
d. Any DUI involving a fatality or serious injury
e. Any DUI accompanied by state misdemeanor charge(s)
6.4.8

VIDEO EVIDENCE

For DUI arrests, the officer shall create 3 copies of the squad’s in-car video recording of the
incident and 3 copies of the entire Detention Center arrest recording. The copies shall be
labeled as “Original, SAO/City Attorney, and Defense.” All discs shall be entered into evidence.
6.4.9

DUI ON PRIVATE PROPERTY (People vs. Kissel)

The DuPage County State's Attorney's Office is taking the position that implied consent does
apply to arrests for DUI on private property or on public property when sufficient evidence
exists that the defendant, at some point, did drive on the highway in an intoxicated condition
(i.e., admission by defendant, witness testimony, etc.). Arrests for DUI will include all warnings
under the implied consent procedure, with written forms to be distributed to the offender.
6.4.10

ZERO TOLERANCE

A violation of the zero-tolerance law is an administrative offense, not a criminal offense. If an
officer conducts a traffic stop and identifies the driver to be under the age of 21 and the driver
has been consuming alcoholic beverages, the following actions shall be taken:
a. Administer Standardized Field Sobriety Tests
b. If probable cause is established that the driver is DUI, then the officer will follow
the DUI procedure as outlined in this order.
c. If there is evidence of unlawful consumption of alcohol by a minor, without the
probable cause threshold for DUI, the officer will take the following actions:
1. The offender can be taken into custody for underage consumption of alcohol
(whether based on state statute or local ordinance) and transported to the
Wheaton Police Department.
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2. The officer will read the Zero Tolerance Warning to Motorist form to the
driver and serve the appropriate copy.
3. The officer will complete the Zero Tolerance Sworn Report, and serve the
driver with the appropriate copy.
4. A breath test will be administered in accordance with the guidelines
indicated under the Chemical Tests category of this bulletin.
5. The appropriate alcohol related charges should be generated. These charges
include, but are not limited to Unlawful possession of alcohol by a minor
and/or Unlawful consumption of alcohol by a minor.
6. When juveniles, as defined by Chapter 705 Act 405 of the ILCS, are brought
to the Wheaton Police Department, the officer shall follow the procedure as
detailed in the training bulletin identified under the Juvenile Court Act.
6.4.11

NON-CONSENSUAL BLOOD DRAW

A blood sample may be obtained from a person who refuses a chemical test when any of the
following conditions exist:
a. A search warrant has been obtained.
b. The officer can articulate that exigent circumstances exist. Exigency does not exist solely
because of the short time period associated with the natural dissipation of alcohol or
controlled or prohibited substances in the person’s bloodstream. Exigency can be
established by the existence of special facts such as a lengthy time delay in obtaining a
blood sample due to a crash investigation or medical treatment of the person.
c. Exigent circumstances exist and the person was driving or in actual physical control of a
vehicle while under the influence of alcohol, drugs, intoxicating compounds or any
combination thereof and caused death or personal injury to another person (625 ILCS
5/11-501.2).
6.4.12

FORCED BLOOD SAMPLE

Once a search warrant is obtained or exigent circumstances exist, and if an arrestee indicates
by word or action that he/she will physically resist a blood draw, the officer should request a
supervisor to respond.
The responding supervisor shall:
a. Evaluate whether using force to obtain a blood sample is appropriate under the
circumstances.
b. Ensure that all attempts to obtain a blood sample through force cease if the
person agrees to and completes a viable form of testing in a timely manner.
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c. Advise the person of his/her duty to provide a sample (even if this advisement
was previously done by another officer) and attempt to persuade the individual
to submit to such a sample without physical resistance.
1. This dialogue shall be recorded on audio and video when practicable.
a. Ensure that the blood sample is taken in a medically approved manner.
b. Ensure the forced blood draw is recorded on audio and video when
practicable.
c. Monitor and ensure that the type and level of force applied is within the
guidelines of the Wheaton Police Department Order entitled, “Use of
Force.”
1. Unless otherwise provided in a warrant, force should generally be limited to
handcuffing or similar restraint methods (i.e., restraint chair).
2. In misdemeanor cases, if the arrestee becomes violent or more resistant, no
additional force will be used, and a refusal shall be noted in the report.
3. In felony cases, force which reasonably appears necessary to overcome the
resistance to the blood draw may be permitted.
d. Ensure the use of force and methods used to accomplish the collection of the
blood sample are documented in the related report.
6.4.13

PHLEBOTOMIST

As an alternative to taking an arrestee to a hospital a police officer has the option to contact a
private phlebotomy company or a police officer trained as a Law Enforcement Phlebotomy
Officer. The private phlebotomy company will provide a state licensed and trained
phlebotomist to draw an arrestee’s blood at the police department. The company providing
phlebotomists has employees available 24 hours a day, 7 days per week. Phlebotomists should
be available to arrive at the department within 1 hour of the call.
The phlebotomy service will provide everything required to collect the specimen, both blood
and urine. Tritech Forensics Blood Kits are Illinois court approved and designed specifically for
DUI cases. The Wheaton Police Department shall stock the aforementioned kits in the event it is
not provided. The arresting officer must be present for the entire process.
The entire incident will be audio and video recorded. As a result, the blood draw should be
conducted in the booking area at the Wheaton Police Department. Every attempt should be
made to collect a blood draw within the booking area of the Wheaton Police Department.
EFFECTIVE DATE: 05/01/2021
REVISED DATE:

IMPAIRED DRIVING 6.4
In the event the blood draw cannot be conducted in the booking area, the officer shall advise
the arrestee that the blood draw will be audio and video recorded. If the arrestee indicates that
he does not consent to being recorded, the officer may continue to video record only. This will
serve as evidence that the phlebotomist used the proper medical technique.
With regards to felony DUIs where the arrestee refuses to consent to a breath or blood sample,
the officer shall draft an electronic search warrant to draw the arrestee’s blood and/or urine.
Standard search warrant protocol shall be followed, and State’s Attorney assigned to Felony
Screening will need to approve the search warrant. Once the search warrant is approved, the
officer shall contact the duty judge. When the search warrant is authorized by the judge, the
officer will contact the phlebotomist.
If the incident is not felony eligible and the arrestee refuses to provide a breath or blood
sample, the officer has the discretion to attempt to obtain a search warrant. If the officer
suspects that an arrestee is under the influence of alcohol and drugs, the officer should request
blood and urine specimens from the arrestee. If an officer suspects that an arrestee is under
the influence of drugs only (excluding cannabis), the officer should request only a urine
specimen. If the officer suspects the arrestee is under the influence of cannabis, then the
officer should request both blood and urine specimens.
Once the blood and/or urine specimen has been secured in the DUI kit, the officer shall take
custody of the kit and place the kit into evidence. The officer should record the phlebotomist’s
contact information, including email address, in the report.
As indicated with the requirement of a search warrant, State charges should be filed anytime a
search warrant is obtained. When a phlebotomist responds to the agency because of a City of
Wheaton DUI arrest, charges should be filed with the City Prosecutor.
6.4.14 RELEASE OF INDIVIDUALS UNDER THE INFLUENCE OF DRUGS OR ALCOHOL
6.4.14.1

Purpose

To prevent injury of any nature related to the detention, custody, and release of any individual
suspected to be under the influence of drugs, alcohol, or other intoxicating substance.
6.4.14.2

Release from persons in police custody - Individuals 21 and Over:

a. If a department member believes that an individual remains under the influence of
drugs, alcohol, or an intoxicating substance, the department member should make a
reasonable attempt to contact a responsible adult of the individual's choosing to
arrange for the transfer of custody.
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b. If no responsible adult is selected by the individual, or is not available for contact, the
department member may contact any other known family member or relative to
arrange for custody.
c. If no party can be contacted or arrange for custody, the department member may delay
release until such time as the intoxicating effects have subsided and the individual is
believed to no longer be a threat to him or herself, or others.
6.4.14.3

Release from persons in police custody - Individuals Under 21:

a. In the case of a person under the age of 21 who is in custody and suspected of being
under the influence of drugs, alcohol, or an intoxicating substance, the arresting officer
must make a reasonable attempt to contact a responsible adult who is willing to take
custody of the intoxicated individual. If no such contact is made prior to transfer, the
department member must notify the on-duty supervisor and must make a second
attempt to contact a responsible adult. If no contact can be made, the department
member should delay release until such time as the intoxicating effects have subsided
and the individual is believed to no longer be a threat to him or herself, or others.
6.4.15

IMPOUNDMENT

Subject to 625 ILCS 5/4–203:
(e) Whenever a peace officer reasonably believes that a person under arrest for a violation of
Section 11-501 of this Code or a similar provision of a local ordinance is likely, upon release, to
commit a subsequent violation of Section 11-501, or a similar provision of a local ordinance, the
arresting officer shall have the vehicle which the person was operating at the time of the arrest
impounded for a period of 12 hours after the time of arrest. However, such vehicle may be
released by the arresting law enforcement agency prior to the end of the impoundment period
if:
(1) the vehicle was not owned by the person under arrest, and the lawful owner requesting
such release possesses a valid operator's license, proof of ownership, and would not, as
determined by the arresting law enforcement agency, indicate a lack of ability to operate a
motor vehicle in a safe manner, or who would otherwise, by operating such motor vehicle, be
in violation of this Code; or
(2) the vehicle is owned by the person under arrest, and the person under arrest gives
permission to another person to operate such vehicle, provided however, that the other person
possesses a valid operator's license and would not, as determined by the arresting law
enforcement agency, indicate a lack of ability to operate a motor vehicle in a safe manner or
who would otherwise, by operating such motor vehicle, be in violation of this Code.
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(e-5) Whenever a registered owner of a vehicle is taken into custody for operating the vehicle in
violation of Section 11-501 of this Code or a similar provision of a local ordinance or Section 6303 of this Code, a law enforcement officer may have the vehicle immediately impounded for a
period not less than:
(1) 24 hours for a second violation of Section 11-501 of this Code or a similar provision of a
local ordinance or Section 6-303 of this Code or a combination of these offenses; or
(2) 48 hours for a third violation of Section 11-501 of this Code or a similar provision of a
local ordinance or Section 6-303 of this Code or a combination of these offenses.
The vehicle may be released sooner if the vehicle is owned by the person under arrest and the
person under arrest gives permission to another person to operate the vehicle and that other
person possesses a valid operator's license and would not, as determined by the arresting law
enforcement agency, indicate a lack of ability to operate a motor vehicle in a safe manner or
would otherwise, by operating the motor vehicle, be in violation of this Code.
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6.5

ROADSIDE SAFETY CHECKS

The Wheaton Police Department does not conduct roadside safety checks. If implemented, this
order will be amended to identify the objective and procedure to be followed when conducting
roadside safety checks.

TRAFFIC SERVICES 6.6
6.6.1

PURPOSE

It is the purpose of this department order to provide guidelines for various traffic services that
the department performs on a regular basis. Facilitating the smooth flow of traffic is a concern
of the department, and various means are utilized to address this concern. Officers regularly
provide traffic services as a courtesy and public service to the motoring public.
6.6.2

POLICY

It is the policy of the Wheaton Police Department to assist motorists with disabled vehicles until
those vehicles are safely removed from the roadway. Members should take appropriate action
to mitigate potential problems when a vehicle constitutes a traffic hazard, or the safety of the
motorist is a concern.
6.6.3

OFFICER RESPONSIBILITY

When an on-duty officer observes a disabled vehicle or stranded motorist on the roadway, the
officer should make a reasonable effort to provide assistance. If that officer is assigned to an
emergency call, DuComm should be advised of the location of the disabled vehicle and the need
for assistance from another officer and/or community service officer. If the location or conditions
surrounding the vehicle are such that leaving would constitute a dangerous hazard, the officer
shall seek supervisory direction.
6.6.4

EXTENT OF ASSISTANCE

In most cases, a disabled motorist will require assistance. After arrangements for assistance are
made, continued involvement by department personnel will be contingent on the time of day,
the location, the availability of departmental resources, and the vulnerability of the disabled
motorist.
6.6.5

MECHANICAL REPAIRS

Department personnel shall not make mechanical repairs to a disabled vehicle.
6.6.6

RELOCATION OF DISABLED VEHICLES

The relocation of disabled vehicles by members of this department by pushing a vehicle should
only occur when the conditions reasonably indicate that immediate movement is necessary to
reduce a hazard presented by the disabled vehicle and it is safe for the officer(s).
6.6.7

RELOCATION OF DISABLED MOTORIST

The relocation of a disabled motorist should only occur with the person’s consent and should be
suggested when conditions reasonably indicate that immediate movement is necessary to
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mitigate a potential hazard. The department member may stay with the disabled motorist or
transport him/her to a safe area to await pickup.
6.6.8

TOWING OF DISABLED VEHICLES

Any vehicle which cannot be removed by the motorist from the roadway in a reasonable amount
of time, or, if the vehicle represents a hazard to public safety or traffic flow, the vehicle may be
towed in accordance with the procedures outlined in Vehicle Towing Department Order and the
Illinois Vehicle Code.
6.6.9

EMERGENCY ASSISTANCE

Officers will provide emergency assistance as necessary. This includes but is not limited to
providing first aid for injured persons, request an ambulance for injured or impaired persons in
need of medical attention, and request the fire department when warranted.
6.6.10

ESCORTS

Escort services may be provided in the following instances:
1. City or Business deposits: Upon request, escorts will be approved on a limited basis for
persons depositing large sums of money. The escort officer will follow the depositor to the
designated deposit facility and remain until the deposit is safely accomplished.
2. Non-emergency escorts may be granted on a limited basis when special circumstances exist
that would be beneficial for the public safety that an escort be provided. These nonemergency escorts require prior approval from the shift supervisor and will include date,
time, and exact route to be taken.
3. Public officials and dignitaries will be provided police escort within city limits, upon

the approval of a supervisor.

6.6.10.1

ESCORT OF VEHICLES IN MEDICAL EMERGENCIES

Under no circumstances will police department personnel escort any vehicle in any medical
emergency situation.
6.6.11

LIMITATIONS

All members of the Wheaton Police Department shall operate in accordance with the State of
Illinois Law Enforcement Agencies Data System Certification requirements and the Drivers
Privacy Protection Act 18 U.S.C. § 2721 et. seq. (Section 2721), in that no member shall knowingly
disclose or otherwise make available to any person or entity personal information about any
individual obtained by the department in connection with a motor vehicle record, except as
authorized under these guidelines.
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6.6.12

PARKING VIOLATIONS

The department’s primary purpose in parking enforcement is to deter motorists from illegally or
otherwise improperly parking. Illegal parking can pose safety hazards to the motoring public and
create inconveniences for residents and business patrons. Quality enforcement can facilitate
smooth traffic flow, reduce the potential for accidents, and reduce the inconveniences caused
from illegally parked vehicle. Officers are expected to enforce parking regulations on public
roadways and parking lots, whether from personal observation or citizen complaint. Although
tickets are usually issued, officers have discretion in enforcement and may issue a verbal or
written warning in appropriate situations. As a component of their duties and responsibilities,
the department employs Community Service Officers to enforce parking regulations citywide.
Handicap parking violations should receive particular attention and enforcement. Handicap
parking restrictions apply on both public and private property. A vehicle must have a disability
license plate or placard to park in a handicap spot. Only registered disability plates or placard
holders are allowed to use a disability license plate or placard. If a person is using someone else’s
disability plate or placard, the placard should be confiscated and forwarded to the Secretary of
State along with a copy of any report and/or ticket issued. A placard holder must either be exiting
or entering the vehicle in order to use the placard or otherwise park in a handicap parking area.
A person who is fraudulently using or has fraudulently created or altered a disability license plate
or placard is subject to custodial arrest pursuant to 11-1301.5 & .6 as a Class A misdemeanor.
The placard should be confiscated and forwarded to the Secretary of State along with a copy of
any report and/or ticket issued.
If the recipient of a parking violation seeks to contest the citation, the issuing officer or supervisor
can discuss the reason of contention with the person. If a person wishes to contest the violation
in court, he/she should be referred to the court date. The issuing officer may void his/her own
parking tickets if he/she is satisfied that there is no longer a need to enforce the violation with a
ticket. If the ticket has already been turned in, the officer needs to ensure that the parking ticket
clerk receives a copy of the voided ticket. Supervisors may void officer’s parking tickets if the
supervisor is satisfied that the violation no longer needs to be enforced with a ticket. Patrol
officers shall not void other officer’s tickets, unless specifically directed by the issuing officer or
a supervisor.
6.6.13

ABANDONED AND INOPERABLE VEHICLES

Department members shall enforce abandoned and inoperable vehicles in accordance with state
law and Wheaton City Ordinance.
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6.7.1

PURPOSE AND SCOPE

This department order provides procedures for the marking, recording, and storage of vehicles
parked in violation of the Wheaton City Ordinance or state laws regulating abandoned or derelict
vehicles.
6.7.2

DEFINITIONS

Abandoned vehicle - Means any vehicle in a state of disrepair rendering the vehicle incapable of
being driven in its condition or any vehicle that has been left unattended for any amount of time
and is creating a traffic hazard because of its position in relation to the highway or its physical
appearance is causing the impeding of traffic; or on a highway in an urban district 10 hours or
more; or outside of an urban district for 24 hours or more; or on private property for 7
consecutive days or more (625 ILCS 5/4-201; 625 ILCS 5/4-203).
Derelict vehicle - Means any inoperable, unregistered, discarded motor vehicle, regardless of
title, that constitutes a danger, hazard, or blight (625 ILCS 5/4-301).
6.7.2

MARKING VEHICLES

Vehicles suspected of being in violation of the City of Wheaton abandoned or inoperable vehicle
ordinance shall be identified in an associated police report. An “abandoned/inoperable” sticker
should be placed on a passenger window that is without obstruction. Any deviation from this
location should be identified in the report. A photograph of the violation, as well as the sticker
applied to the vehicle, should be captured, and included with the case report.
If a marked vehicle has been moved or the markings have been removed during the period of
observation, the vehicle shall be marked again for the 7-day abandonment period and the original
report annotated with a supplement report of the activity. Unless as otherwise directed by a
supervisor, the officer initiating the case shall be responsible for the follow up investigation and
any subsequent citation(s).
6.7.3

VEHICLE STORAGE

In the event the situation requires the police to intervene with the removal of the vehicle, the
actions shall be documented in the police report and the vehicle shall be towed and stored by an
authorized towing service.
If the registered owner of the vehicle is not aware of the removal of the vehicle, it shall be the
responsibility of the reporting officer to notify Record Services to enter the vehicle into LEADS.
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6.7.4

PROCESSING DERELICT OR ABANDONED VEHICLES AS JUNK

If this department elects or is otherwise required to process an abandoned or inoperable vehicle
as a “junk” vehicle the department shall, within 15 days complete the following (625 ILCS 5/3117.1):
a. Surrender the junk vehicle's certificate of title, salvage certificate, certificate of purchase,
or a similarly acceptable out of state document of ownership to the Secretary of State
along with an application for a junking certificate.
b. Dispose of the vehicle as junk upon receipt of the junking certificate.
Vehicles or vehicle parts that have the manufacturer's identification number removed, altered,
defaced or destroyed shall be identified in compliance with 625 ILCS 5/4-107(i) before processing
as junk.
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6.8.1

LOCATIONS AND CONTOL OF TRAFFIC SIGNALS

The following traffic signals are controlled by DuPage County. For all operational
problems/electrical malfunctions involving these traffic signals, contact Meade Electric direct at
1-773-287-7600 - Extension 2.
Blanchard Rd. @ Wheaton Town Square

Jewell Rd. & Pleasant Hill Rd.

County Farm Rd. & Jewell Rd.
County Farm Rd. & Manchester Rd.
County Farm Rd. & Williams St.
County Farm Rd. @ County Complex
County Farm Rd. @ North Parking Garage

Naperville Rd. & Blanchard Rd.
Naperville Rd. & Danada Dr.
Naperville Rd. & Danada Square
(East/West)
Naperville Rd. & East/West Loop Rd.
Naperville Rd. & Elm St.
Naperville Rd. & Farnham Ln.
Naperville Rd. & Longfellow Dr.

Gary Ave. & Jewell Rd.
Gary Ave. & Thomas Rd.
Geneva Rd. & Dominick’s Food Ent.
Geneva Rd. & Gary Ave.

The following traffic signals are also controlled by DuPage County. For all operational
problems/electrical malfunctions involving these traffic signals, contact H&H Electric direct at
1-708-453-0202.
County Farm Rd. @ County Complex
County Farm Rd. @ North Parking Garage

Geneva Rd. & Bloomingdale Rd.
Geneva Rd. & Main St.

[Note: If there is damage to a DCSO traffic control signal/property: Provide the police report
number to Meade or H&H].
The following traffic signals are controlled by the State of Illinois. For all operational
problems/electrical malfunctions involving these traffic signals, contact IDOT at 1-847-7054612. [Note: If there is damage to an IDOT traffic control signal/property: Provide Unit #1’s
vehicle registration & the police report number].
Butterfield Rd. & Bradford Dr.
Butterfield Rd. & Cromwell Dr.
Butterfield Rd. & East Loop Dr.
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Butterfield Rd. & Lambert Rd.
Butterfield Rd. & Leask Ln.
Butterfield Rd. & Naperville Rd.
Butterfield Rd. & Orchard Rd.
Butterfield Rd. & Weisbrook Rd.

Roosevelt Rd. & Community Dr.
Roosevelt Rd. & County Farm Rd.
Roosevelt Rd. & Lorraine Rd.
Roosevelt Rd. & Main St.
Roosevelt Rd. & Naperville Rd.
Roosevelt Rd. & President St.
Roosevelt Rd. & West St.

The following traffic signals/flashers are controlled by the City of Wheaton. For all operational
problems/electrical malfunctions involving these traffic signals, during regular business hours
(Mon – Fri, 7am – 3pm), contact the PW Electrical Services Manager. If after hours, see the
Public Works call out list at the front desk for the on-call Electrical PW employee. [Note: The
PW employee call out list is updated every 3 months]. [Note: If there is damage to a City of
Wheaton owned traffic control signal/property: Submit a Lucity request to Public Works for
necessary repairs & issue city ordinance violation for Damage to City Property, if applicable].
Main St. & Cole Ave.
Main St. & Front St.
Main St. & Harrison Ave.
Main St. & Hawthorne Blvd.
Main St. & Liberty Dr.
Main St. & Parkway Dr.
Main St. & Seminary Ave.
Main St. & Wesley St.
Main St. & Willow Ave.
Manchester Rd. & Bridge St.
President St & College Ave.
West St. & Childs St.
West St. & Front St.
West St. & Liberty Dr.

Flashers
Briarcliffe Blvd. & Doncaster Ct.
Briarcliffe Blvd. & Lakecliffe Dr.
President St. & Bridle Ln.
President St. & Illinois St.
Wiesbrook Rd. & Warrenville Ave.
Wiesbrook Rd. & Durfee Rd.

* Orchard Rd. & Plamondon Rd.
Owned by Milton Township
Contact 1-630-653-5220

The following are the only traffic signal intersections that do NOT have emergency drop stop
signs owned/maintained by the City of Wheaton.
County Farm Rd. & Jewell Rd. (Winfield)
Jewell Rd. & Pleasant Hill Rd. (Winfield)
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TRAFFIC STOP DATA COLLECTION 6.9
6.9.1

PURPOSE

The Illinois Legislature has mandated that any officer who issues a traffic citation or written
warning citation for an alleged violation of the Illinois Vehicle Code or subjects any pedestrian to
a “detention” (including all frisks, searches, summons, and arrests on public property) must
record certain information about the subject. The purpose of this department order is to
establish uniform procedures for the written documentation of traffic and pedestrian stops in
compliance with Public Act 99-0352 & 625 ILCS 5/11-212.
6.9.2

PROCEDURES

All traffic stops resulting in a citation or written warning shall include the following information:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

Driver’s name, date of birth, address, gender, & race.
The date/time of stop & duration of stop.
The make & year of the vehicle.
The location of the stop (including sub-beat).
The alleged traffic violation.
Name & badge number of the Officer.
Whether or not a search was conducted of the vehicle, driver, or passenger(s).
Whether or not a consent search was requested of the vehicle, driver, or passenger(s);
and if so, whether consent was denied or granted.
Whether or not a police dog performed a sniff of the vehicle.
The type & amount of any contraband seized.

Note the following:
a. It can be assumed that items (h) – (j) are not applicable when there is an indication of “No
Search” on the citation.
b. The aforementioned information is not required for written warnings and traffic citations
issued during traffic crash investigations unless the investigation results in a search.
6.9.3

PEDESTRIAN STOP DATA SHEET

In accordance with PA 99-0352, all officers must complete the “Wheaton Police Department
Pedestrian Stop Data Sheet” whenever there is a “detention” of a pedestrian in a public place as
defined in the statute. It should be noted that a “detention” as defined in PA 99-0352 consists
strictly of “all frisks, searches, summons, and arrests” conducted “in a public place.”
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For purposes of this act, the term “detention” is NOT representative of the broader Fourth
Amendment definition which would involve whenever a subject is stopped by the police
(whether or not there is a search, frisk, arrest, or summons) in a public or private place. Note the
following for clarification purposes:
a. If a pedestrian is stopped in a public place, even involuntary, but is not frisked, searched,
arrested, or given a citation or summons, NO stop report is required.
b. Generally, the reporting requirement for the majority of incidents requiring the issuance
of a pedestrian stop card will involve a physical search or frisk. An exception to this would
be a circumstance where a pedestrian is stopped in a public place and issued a citation or
summons.
c. Whenever an investigatory stop occurs under the provision of PA-0352, and a frisk or
search is conducted, the subject MUST be provided with a receipt (bottom perforated
portion of the Wheaton Police pedestrian stop card). This receipt will contain the
following information: date & time of the stop, officer’s name & badge number; and the
reason for the frisk or search.
All Wheaton Police Department Pedestrian Stop Data Sheets shall include the following
information:
a.
b.
c.
d.
e.
f.
g.

Date & time of stop.
Location of the stop (including beat).
Name & badge number of the officer.
Subject’s gender, & race.
The reason for the stop.
Whether or not a pat down/frisk was conducted; and, if so, the reason for it.
Whether or not any contraband was found during pat down/frisk; and, if so, the type &
amount.
h. Whether or not a search beyond a pat down/frisk was conducted; and, if so, the reason
for it.
i. Whether or not any contraband was found during the search beyond a pat down/frisk;
and, if so, the type & amount.
j. Whether or not a warning/citation or arrest resulted; and, if so, the violation/charges
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7.1.1

PURPOSE

The purpose of this department order is to set guidelines and requirements pertaining to the
handling and disposition of criminal investigations.
7.1.2

POLICY

It is the policy of the Wheaton Police Department to investigate crimes thoroughly, with
due diligence, and prepare criminal cases for appropriate clearance, which includes submission
to the DuPage County State’s Attorney’s Office, or other prosecutorial authority.
7.1.3

DEFINITIONS

Brady v. Maryland, 373 U.S. 83 (1963): The U.S. Supreme Court ruling requires police or
prosecutors to disclose to the defendant any exculpatory evidence they possess. Failure to
disclose can result in the dismissal of the case.
Exculpatory Evidence: evidence that is favorable to the defendant in a criminal trial, which clears
or tends to negate the defendant of guilt.
Giglio v. United States, 450 U.S. 150 (1972): The U.S. Supreme Court ruling requires the
prosecution to turn over or disclose any material or evidence that tends to impeach the character
or testimony of the government’s witness in a criminal case.
7.1.3

INITIAL INVESTIGATION

An officer responsible for an initial investigation shall complete no less than the following:
a. Make a preliminary determination of whether a crime has been committed by
completing, at a minimum:
1. An initial statement from any witnesses or complainants.
2. A cursory examination for evidence.
b. If information indicates a crime has occurred, the officer shall:
1. Preserve the scene and any evidence as required to complete the initial and
follow-up investigation.
2. Determine if additional investigative resources (e.g., investigators or scene
processing) are necessary and request assistance as required.
3. If assistance is warranted, or if the incident is not routine, notify a supervisor
or the Shift Supervisor.
4. Make reasonable attempts to locate, identify and interview all available
victims, complainants, witnesses, and suspects.
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5. Collect any evidence.
6. Take any appropriate law enforcement action.
7. Complete and submit the appropriate reports and documentation.
c. If the preliminary determination is that no crime occurred, determine what other
action may be necessary, what other resources may be available, and advise the
informant or complainant of this information.
7.1.4

CUSTODIAL INTERROGATION REQUIREMENTS

Suspects who are in custody and subjected to an interrogation shall be given the Miranda
warning, unless an exception applies.
7.1.5

AUDIO/VIDEO RECORDINGS

All custodial interrogations at the Wheaton Police Department of suspects in investigations shall
be electronically recorded in their entirety (audio, video and/or digital recording). Regardless of
where the interrogation occurs, every reasonable effort should be made to secure functional
recording equipment to accomplish such recordings.
Consideration should also be given to recording any investigative interview, for any offense,
when it is reasonable to believe it would be appropriate and beneficial to the investigation and
is otherwise allowed by law.
No recording of an interrogation should be destroyed or altered without written authorization
from the prosecuting attorney and the Investigations supervisor. Copies of recorded
interrogations or interviews may be made in the same or different format provided they are true,
accurate and complete copies and are made only for authorized and legitimate law enforcement
purposes.
Electronic recordings of a custodial interrogation in connection with an investigation for the
offenses listed in 725 ILCS 5/103-2.1 shall be preserved until the conclusion of all criminal
proceedings, including the exhaustion of habeas corpus appeals or the prosecution is barred by
law (725 ILCS 5/103-2.1(c); 705 ILCS 405/5-401.5(c)).
Recordings should not take the place of a thorough report and investigative interviews. Written
statements from suspects should continue to be obtained when applicable.
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7.1.6

CASE SCREENING SYSTEM

1. Shift supervisors will screen each case individually to determine whether the case will be
forwarded to the Investigative Division for further investigation.
2. Case screening is to improve the efficiency and effectiveness of case assignments within the
department and to appropriately utilize personnel when conducting investigations.
3. Screening will assist in determining the merits of further follow-up within the Patrol Division
or the need to have the case forwarded to Investigations.
a. The Case Assignment Matrix will be used by the shift supervisor to assist in determining
the decision to assign the case for investigative follow-up; see Appendix A.
4. The criteria utilized in the Case Assignment Matrix include the following factors:
a. Crime. This Case Assignment Factor is categorized as either an Automatic Assignment, a
Felony Offense, or a Misdemeanor Offense. This Case Assignment Factor can be scored
from 0-5 Points with a maximum score of 5. Within Misdemeanor or Felony Offenses
there are three additional categories which determine the overall score; If the offense is
a person crime or a property crime and if there are aggravating factors. Aggravating
factors applies if the offense is elevated due to heinous nature of the crime or if there
are multiple victims / instances involved. Automatic Assignment applies if the incident
being investigated is one of the automatic assignment categories delineated in this
policy. Misdemeanor Offenses applies to all misdemeanor offenses within the ILCS.
Felony Offenses applies to all felony offenses within the ILCS. Furthermore, any case
may be assigned without the usage of the case assignment matrix at the discretion of
the shift supervisor, and/or investigations division lieutenant and sergeant.
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i.
ii.
iii.
iv.
v.
vi.
vii.

Automatic Assignment:
Homicide/Suspicious Death
Sex Crimes
Child Victim
Robbery
Kidnapping
Home Invasion
Aggravated Battery (Great Bodily Harm)

i.
ii.
iii.
iv.
v.

Misdemeanor Offenses:
Base score = 0
Property Crime = 1 Point
Person Crime = 2 Points
Aggravating Factors = 1 Point
Maximum score = 3 Points
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i.
ii.
iii.
iv.
v.

Felony offenses:
Base score = 2 Points
Property Crime = 1 Point
Person Crime = 2 points
Aggravating Factors = 1 Point
Maximum score = 5 Points

b. Financial Loss. This Case Assignment Factor is based on the financial loss incurred as a
result of the incident and can be scored from 0-5 Points with a maximum score of 5
Points.
i.
ii.
iii.
iv.
v.
vi.

Financial Loss:
No dollar loss = 0 Points
>$300 = 1 Point
$300-$1K = 2 Points
$1,001-$10K = 3 Points
$10,001 – $100K = 4 Points
<$100K = 5 Points

c. Public Interest. This Case Assignment Factor categorizes the level of Public Interest in
the incident and is divided into 5 categories; Hate Crime, Involves a Public Official, High
Visibility, Public Nuisance, and Other. This Case Assignment Factor can be scored from 05 Points with a maximum score of 5. Hate Crime applies if the incident meets the statute
for any Hate Crime. Involves a Public Official applies any time a public official is
involved as the suspect or victim of the incident being investigated. High Visibility
applies any time the nature of the incident will have a strong likelihood to have
significant community interest and/or community impact. Public Nuisance applies to
any incident that due to the nature of the offense or the repeated nature of the offense
being committed there is an additional interest in the successful closure of the
investigation. Other applies to any incident which the supervisor considers having
additional public interest in the outcome of the investigation.
i.
ii.
iii.
iv.
v.
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d. Solvability. This Case Assignment Factor is used to determine if the investigation has the
best chance for a successful outcome. This Case Assignment Factor can be scored from
0-5 Points with a maximum score of 5. This Case Assignment Factor has 5 solvability
factors which determines the overall solvability of the incident, the Suspect is Identified,
Significant Evidence is Present, Identifiable Property Characteristics, Suspect Vehicle is
Identified, Significant Suspect Description. Suspect is Identified applies if the suspect is
known, through witness identification or other investigative means. Significant
Evidence Present applies if there is the presence of substantial physical evidence
collected from the scene, being DNA, latent prints, surveillance video, etc. Suspect
Vehicle Identified applies if there is video or witness identification of the vehicle, the
license registration is known, or if there is significant witness description of the vehicle
used in the commission of the offense. Significant Suspect Description applies if the
suspect were described in detail by the victim/witness and they believe they would be
able to identify the suspect at a later date.
i.
ii.
iii.
iv.
v.

Solvability:
Suspect Identified = 3 Points
Significant Evidence Present = 2 Points
Identifiable Property Characteristics = 1 Points
Suspect Vehicle Identified
(*N/A if Suspect is Identified) = 1 Point
Significant Suspect Description
(*N/A if Suspect is Identified) = 1 Point

e. Supervisory Approval for Automatic Assignment. This applies any time the Lieutenant
or Sergeant of Investigations determines the facts of the incident merit immediate case
assignment.
f. Assignment Threshold. Assignment Threshold is broken into three categories,
Mandatory Assignment, Forwarded to Investigation for Consideration, and Primary
Officer Follow-up. Mandatory Assignment applies when the number of Case
Assignment Points has reached the threshold for automatic assignment and should be
forwarded to investigations for case assignment. Case Forwarded to Investigations for
Consideration applies when the number of Case Assignment Points has reached the
threshold where the case should be considered for case assignment. The Lieutenant or
Sergeant of Investigations will review the incident and determine if the case will be
assigned to investigations or remain in the Patrol Division for further investigation or
case closure. Primary Officer Follow-up applies when the number of Case Assignment
Points does not meet the threshold for case assignment to investigations.
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i.
ii.
iii.
7.1.7

Assignment Threshold:
Mandatory Assignment = 10 or More Points
Forwarded to Investigations for Consideration = 7-9 Points
Primary Officer Follow-up = 6 or Less Points

DISCONTINUATION OF INVESTIGATIONS

The investigation of a criminal case or efforts to seek prosecution should only be discontinued
if:
a. All reasonable investigative efforts have been exhausted, no reasonable belief
that the person who committed the crime can be identified, and the incident has
been documented appropriately.
b. The case has been submitted to the appropriate prosecutor, but no charges have
been filed. Further investigation is not reasonable nor has the prosecutor
requested further investigation.
c. The case has been submitted to the appropriate prosecutor, charges have been
filed, and further investigation is not reasonable, warranted or requested, and
there is no need to take the suspect into custody.
d. Suspects have been arrested, there are no other suspects, and further
investigation is not warranted or requested.
7.1.8

COMPUTERS AND DIGITAL EVIDENCE

The collection, preservation, transportation and storage of computers, cell phones and other
digital devices may require specialized handling to preserve the value of the related evidence.
Consistent with the collection of any evidence, if it is anticipated that computers or similar
equipment will be seized, officers should take reasonable steps to prepare for such seizure and
use the resources that are available to preserve the integrity of said evidence.
7.1.9

PROSECUTION

The investigating officer or detective will provide assistance to the State’s Attorney’s Office with
prosecution. This includes but is not limited to the following;

a. Coordinating the case preparation with the Assistant State’s Attorney.
b. As required by 725 ILCS 5/114-13 all reports, memoranda and field notes from any investigation
involving a homicide offense will be turned over to the prosecuting authority for discovery in
criminal cases. All field notes pertaining to a homicide shall be transferred to the State’s
Attorney’s Office after first being entered into evidence.
c. The prosecution will be provided any exculpatory evidence as required by U.S. Brady v.
Maryland 373 U.S. 83 (1963).
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d. The prosecution will be provided any information and/or material that may tend to impeach the

testimony of the government’s witness in a criminal trial. The prosecution is required to disclose
this information to the defendant. Giglio V. United States, 450 U.S. 150 (1972).

7.1.10

INVESTIGATIVE USE OF SOCIAL MEDIA AND INTERNET SOURCES

Use of social media and any other Internet source to access information for the purpose of
criminal investigation shall comply with applicable laws and policies regarding privacy, civil
rights, and civil liberties. Information gathered via the Internet should only be accessed by
members while on-duty and for purposes related to the mission of this department. If a
member encounters information relevant to a criminal investigation while off-duty or while
using his/her own equipment, the member should note the dates, times and locations of the
information and report the discovery to his/her supervisor as soon as practicable. The member,
or others who have been assigned to do so, should attempt to replicate the finding when onduty and using department equipment.
Information obtained via the Internet should not be archived or stored in any manner other
than department-established record keeping systems (see the Records Maintenance and
Release and the Criminal Organizations orders).
7.1.11

ACCESS RESTRICTIONS

Information that can be accessed from any department computer, without the need of an
account, password, email address, alias, or other identifier (unrestricted websites), may be
accessed and used for legitimate investigative purposes without supervisory approval.
Accessing information from any Internet source that requires the use or creation of an account,
password, email address, alias or other identifier, or the use of nongovernment IP addresses,
requires supervisor approval prior to access. The supervisor will review the justification for
accessing the information and consult with legal counsel as necessary to identify any policy or
legal restrictions.
Accessing information that requires the use of a third party’s account or online identifier
requires supervisor approval and an approved search warrant or the consent of the third party.
The consent must be voluntary and shall be documented in the related investigative report.
Information gathered from any Internet source should be evaluated for its validity, authenticity,
accuracy and reliability. Corroborative evidence should be sought and documented in the
related investigative report.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

INVESTIGATION AND PROSECUTION 7.1
Any information collected in furtherance of an investigation through an Internet source should
be documented in the related report. Documentation should include the source of information
and the dates and times that the information was gathered.
7.1.11.1

INTERCEPTING ELECTRONIC COMMUNICATION

Intercepting social media communications in real time may be subject to federal and state
wiretap laws. Officers should seek legal counsel before any such interception.
7.1.12

MODIFICATION OF CHARGES FILED

Members are not authorized to recommend to the prosecutor or to any other official of the
court that charges on a pending case be amended or dismissed without the authorization of a
supervisor or the Chief of Police. Any authorized request to modify the charges or to
recommend dismissal of charges shall be made to the prosecutor.
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7.2.1

PURPOSE

The purpose of this Department Order is to establish guidelines and procedures governing the
seizure and forfeiture of property and vehicles utilizing Article 36 Seizure and Forfeiture of
Vessels, Vehicles and Aircraft, the Illinois Controlled Substances Act and Drug Forfeiture
Procedure Act, the Money Laundering statute, the Cannabis Control Act, the Methamphetamine
Control and Community Protection Act, or any other act which allows the lawful seizure and
forfeiture of property, vessels, vehicles, and aircraft.
7.2.2

POLICY

The Wheaton Police Department recognizes that appropriately applied forfeiture laws are helpful
to enforce the law, deter crime and reduce the economic incentive of crime. However, the
potential value of the item subject to forfeiture shall never compromise the effective
investigation, nor is it the sole determining factor in the decision to pursue forfeiture. It is the
policy of the Wheaton Police Department to judiciously seize any vessel, vehicle, or aircraft in
accordance with Article 36, Drug Asset, and Money Laundering Seizure and Forfeiture of Vessels,
Vehicles and Aircraft. Officers seizing vehicles should exercise good judgement when deciding to
seize property when there is a clear innocent owner claim, or when the vehicle is in an inoperable
salvage condition. Vessels, vehicles, and aircraft may be seized on the basis there is probable
cause to believe it is subject to forfeiture with the associated statute.
The seizure and forfeiture of property are civil actions and are separate from the associated
criminal case. The civil case requires similar investigative work to the criminal case and a
successful forfeiture is based on a refutable preponderance of evidence. See Attachment 1 for
Eligible Article 36 Offenses.
7.2.3

PROCEDURES

7.2.3.1

Vessels, Vehicles and Aircraft – Article 36, Drugs, and Money Laundering Seizure
and Forfeiture

If a vehicle is eligible for seizure, the officer shall make notification to their immediate supervisor.
With input from the supervisor and the DuPage County State’s Attorney’s Office for a drug or
money laundering vehicle seizure, the officer will decide whether to seize the vehicle for
forfeiture. If a seizure is not conducted, the reasons shall be clearly documented in a police
report. When a vehicle seizure occurs the police report and associated seizure paperwork must
be completed and approved by a supervisor prior to the end of the officer’s tour of duty. This
allows for proper processing and submission.
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Failure to complete the report in its entirety and a timely submission to the DuPage County
State’s Attorney’s Office may result in the loss of a potential forfeiture.
If a vehicle is seized, it will be towed to the Wheaton Police Department’s rear parking lot. The
arresting officer will make contact with the tow driver and ensure the vehicle arrives at the police
department. The officer will obtain a copy of the tow bill and secure the vehicle’s steering wheel
a locking device.
The officer will complete the Property Forfeiture Report – Attachment 2, to include the police
report and tow bill. The Property Forfeiture Report will assist in gathering information essential
to establishing a preponderance of the evidence to support the forfeiture of the vehicle.
The officer seizing a vehicle will forward the following items to the Traffic Unit.
a. Attachment 2 – Property Forfeiture Report.
b. Tow bill with the balance due.
c. All keys and fobs associated with the operation and/or securing of the vehicle and
its contents.
d. Copy of the police report.
The traffic Unit will be responsible for reviewing and investigating each potential seizure with
input from the Detective Sergeant or Lieutenant for Drug or Money Laundering vehicle seizures
to determine the viability of proceeding forward with the forfeiture case.
a. The Traffic Unit shall attempt to determine the primary driver and ownership of
the vehicle, photograph the condition of the vehicle and its contents, conduct a
forfeiture inventory of the vehicle to document the condition of the vehicle and
identify valuables and personal property subject to return to its owner.
b. The Traffic Unit shall conduct a follow-up investigation to determine the existence
of lien holders or innocent owners.
c. The traffic Unit will be responsible for submitting all necessary paperwork to the
State’s Attorney’s Office within 4 calendar days of the seizure, unless otherwise
directed by the State’s Attorney’s Office. This includes all electronic submissions
See Attachment 3 – Asset Seizure and Forfeiture Reporting System.
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d. The Traffic Unit shall notify the driver and/or registered owner of the vehicle to
remove any personal property within two weeks or the property will be submitted
into evidence and subject to abandoned/unclaimed property statutes.
e. The Traffic Unit is responsible for the storage, maintenance and securing of the
vehicle during the court proceedings.
f. The decision to request the seizure to be retained for department use shall only
be made with the authorization of the Chief of Police or designee.
g. The Traffic Unit database will be updated, and supplemental police reports will be
created to reflect the actions taken by the Traffic Unit up to and including the final
court disposition of the vehicle is determined.
Final Dispositions
a. If the vehicle is awarded to an owner or lien holder, it will be the Traffic Unit’s
responsibility to coordinate the release of the vehicle to the authorized party.
b. If the vehicle is awarded to the Wheaton Police Department for department use,
the Operations Administrative Secretary will be responsible for submitting the
proper documentation to the City Council requesting funding approval for a title.
When funding is approved by the City Council, the Operations Administrative
Secretary will complete the necessary documents for obtaining the title and
adding the vehicle to the fleet for use by the police department.
c. If the vehicle is awarded to the police department for its value at a public auction,
the Illinois State Police will be notified to retrieve the vehicle. The proceeds of the
auctioned vehicle will be disbursed back to the police department.
d. Case proceeds from final court dispositions will be sent to the Illinois State Police
for disbursement back to the police department.
e. All disbursements will be maintained in the appropriate accounts and spent in
accordance to the usages allowed by its associated statute.
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7.2.3.4

Property Seizure and Forfeiture – Drugs, Money Laundering, and Article 36

It is the policy of the Wheaton Police Department to judiciously seize currency and property in
accordance with Drug Asset, Money Laundering, and property subject to Article 36 seizure and
forfeiture procedures. Officers seizing property should exercise good judgement when deciding
to seize property for forfeiture when there is a clear innocent owner claim, or when the property
has little to no monetary value. Property may be seized on the basis there is probable cause to
believe the property is subject to forfeiture with the associated statute. The value of the property
is not the sole basis for seizure. The seizure and forfeiture of all property are civil actions and are
separate from the associated criminal case. The civil case requires similar investigative work to
the criminal case and a successful forfeiture of property is based on a refutable preponderance
of evidence. See Attachment 1 for Eligible Article 36 Offenses.
If property is eligible for seizure, the officer shall contact their immediate supervisor and advise
them of the eligible seizure. The officer with input of their supervisor, and the Detective
Lieutenant or designee for a drug or money laundering property seizure will decide whether to
seize the property for forfeiture. If a seizure is not conducted, the reasons shall be clearly
documented in a police report. The police report and associated seizure paperwork must be
completed and approved by a supervisor prior to the completion of the officer’s assigned shift
for proper processing and submission. Failure to complete the report in its entirety and a timely
submission to the DuPage County State’s Attorney’s Office may result in the loss of a potential
forfeiture.
All seized property will be photographed and entered into evidence in compliance with the
department order entitled, “Evidence and Recovered Property.”
The officer will complete the Property Forfeiture Report – Attachment 2, along with the police
report. The Property Forfeiture Report will assist in gathering information essential to
establishing a preponderance of the evidence that supports the forfeiture of the property.
The officer seizing property will forward the following items to the Detective Lieutenant.
a. Attachment 2 – Property Forfeiture Report.
b. Photographs of all seized property.
c. Police report.
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The Detective Lieutenant, or his/her designee, will be responsible for reviewing and investigating
each potential seizure with input from the DuPage County State’s Attorney’s Office to determine
the viability of proceeding forward with the forfeiture case.
a. A follow-up investigation will be conducted to determine any potential innocent
owner claims to ensure the seizure and forfeiture is being conducted in
accordance with the statute.
b. Complete all electronic submissions. See Attachment 3 – Asset Seizure and
Forfeiture Reporting System.
c. Supplemental police reports will be created to reflect the actions taken by the
police department up to and including the final court disposition of the property
is determined.
d. The decision to request the seizure to be retained for department use shall only
be made with the authorization of the Chief of Police or designee.
Final Dispositions
a. If the property is awarded to an owner or other legal claimant, it will be the
Investigative Lieutenant’s responsibility to coordinate the release of the property
to the authorized party.
b. If the property is awarded to the Wheaton police Department for department use,
the Chief of Police will determine the use of the property by the police
department.
c. If the Property is awarded to the police department for its value at a public
auction, the Illinois State Police will be notified to retrieve the property. The
proceeds of the auctioned property will be disbursed back to the police
department.
d. Cash proceeds from final court dispositions will be sent to the Illinois State Police
for disbursement back to the police department.
e. All disbursements will be maintained in the appropriate accounts and spent in
accordance with the usages dictated by its associated statute.
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7.2.4

Federal Seizure & Forfeiture Claims

In the event Wheaton Police Department personnel or resources are used in the assistance of a
federal agency resulting in the seizure of currency, vehicles, vessels, aircraft or property the direct
supervisor in charge of the officers or resources assigned or used to render assistance shall obtain
the following information from the federal agency’s point of contact at the conclusion of the
assistance.
a. Agent in Charge’s name, agency’s office, federal agency case number, and contact
information.
b. Basic descriptions of seized items or cash/proceeds.
The supervisor will create an assist other agency report describing the assistance rendered
including total number of workhours contributed by Wheaton PD personnel, any unique or
indispensable support (evidentiary, special skills, language support, etc.), or other qualitative
factors affecting the rendered assistance (additional resources or expenses). The report shall be
completed within 7 days of the assistance rendered and then forwarded directly to the Support
Deputy Chief for processing to include the submission of an Equitable Sharing Request (DAG-71)
within 45 days and tracking through the eShare portal.
All disbursements will be maintained in the appropriate accounts and spent in accordance to the
usages dictated by its associated federal laws.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

ASSET FORFEITURE 7.2
ATTACHMENT 1
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FELONY INVESIGATION DISCOVERY 7.3
7.3.1

PURPOSE

The purpose of this department order is to provide guidelines for proper management of
discovery issues in homicide and “non-homicide felony” investigations as mandated by 725 ILCS
5/114-13.
7.3.2

INVESTIGATIVE MATERIALS

(725 ILCS 5/114-13) (from Ch. 38, par. 114-13)
Sec. 114-13. Discovery in criminal cases.
(a) Discovery procedures in criminal cases shall be in accordance with Supreme Court Rules.
(b) Any public investigative, law enforcement, or other public agency responsible for investigating
any homicide offense or participating in an investigation of any homicide offense, other than
defense investigators, shall provide to the authority prosecuting the offense all investigative
material, including but not limited to reports, memoranda, and field notes, that have been
generated by or have come into the possession of the investigating agency concerning the
homicide offense being investigated. In addition, the investigating agency shall provide to the
prosecuting authority any material or information, including but not limited to reports,
memoranda, and field notes, within its possession or control that would tend to negate the guilt
of the accused of the offense charged or reduce his or her punishment for the homicide offense.
Every investigative and law enforcement agency in this State shall adopt policies to ensure
compliance with these standards. Any investigative, law enforcement, or other public agency
responsible for investigating any "non-homicide felony" offense or participating in an
investigation of any "non-homicide felony" offense, other than defense investigators, shall
provide to the authority prosecuting the offense all investigative material, including but not
limited to reports and memoranda that have been generated by or have come into the
possession of the investigating agency concerning the "non-homicide felony" offense being
investigated. In addition, the investigating agency shall provide to the prosecuting authority any
material or information, including but not limited to reports and memoranda, within its
possession or control that would tend to negate the guilt of the accused of the "non-homicide
felony" offense charged or reduce his or her punishment for the "non-homicide felony" offense.
This obligation to furnish exculpatory evidence exists whether the information was recorded or
documented in any form. Every investigative and law enforcement agency in this State shall
adopt policies to ensure compliance with these standards.
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7.3.3

COMPLIANCE

The Investigation Lieutenant shall implement appropriate procedures, including the periodic
review of all homicide and “non-homicide felony” case files to ensure that all investigative
materials and exculpatory evidence has been provided to the State’s Attorney's Office.
All department personnel shall document in writing the tendering of investigative materials to
the State’s Attorney's Office and include the date, description of materials transmitted and to
whom the materials were tendered.
The Department shall cooperate with all requests for investigative materials made by the
DuPage County State’s Attorney’s Office in a timely and efficient manner.
7.3.4

CONTINUING OBLIGATIONS

The duty to disclose exculpatory information under this policy continues throughout the course
of the prosecution of the case, remains after a defendant’s conviction and until the fact finding
proceedings, or the possibility of further proceedings, have ended.
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EYEWITNESS IDENTIFICAION 7.4
7.4.1

PURPOSE

This department order sets forth guidelines to be used when members of this department
employ eyewitness identification techniques (725 ILCS 5/107A-2).
7.4.1.1

DEFINITIONS

Eyewitness identification process - Any field identification, live lineup, or photographic
identification.
Field identification - A live presentation of a single individual to a witness following the
commission of a criminal offense for the purpose of identifying or eliminating the person as the
suspect.
Live lineup - A live presentation of individuals to a witness for the purpose of identifying or
eliminating an individual as the suspect.
Photographic lineup - Presentation of photographs to a witness for the purpose of identifying
or eliminating an individual as the suspect.
7.4.2

POLICY

The Wheaton Police Department will strive to use eyewitness identification techniques, when
appropriate, to enhance the investigative process and will emphasize identifying persons
responsible for crime and exonerating the innocent.
7.4.3

INTERPRETIVE SERVICES

Members should make a reasonable effort to arrange for an interpreter before proceeding with
eyewitness identification if communication with a witness is impeded due to language or
hearing barriers. Before the interpreter is permitted to discuss any matter with the witness, the
investigating member should explain the identification process to the interpreter. Once it is
determined that the interpreter comprehends the process and can explain it to the witness, the
eyewitness identification may proceed as provided within this policy.
7.4.4

EYEWITNESS IDENTIFICATION PROCESS AND FORM

The Investigations supervisor shall be responsible for the development and maintenance of an
eyewitness identification process for use by members when they are conducting eyewitness
identifications. The process should include appropriate forms or reports that provide (725 ILCS
5/107A-2):
a. The date, time, and location of the eyewitness identification procedure.
b. The name and identifying information of the witness.
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c. The name of the person administering the identification procedure.
d. If applicable, the names of all of the individuals present during the identification
procedure.
e. An instruction to the witness that it is as important to exclude innocent persons as it is
to identify a perpetrator.
f. An instruction to the witness that the perpetrator may or may not be among those
presented and that the witness is not obligated to make an identification.
g. An instruction to the witness that the investigation will continue regardless of whether
an identification is made by the witness.
h. Notice that if an audio/video recording of the lineup is made it will be of the persons in
the lineup and the witness.
i. A signature line where the witness acknowledges that he/she understands the
identification procedures and instructions
j. A statement from the witness in the witness's own words describing how certain he/
she is of the identification or non-identification. This statement should be taken at the
time of the identification procedure.
The process and related forms should be reviewed at least annually and modified when
necessary to ensure compliance with 725 ILCS 5/107A-2 and applicable judicial decisions. The
Investigations supervisor shall prepare written guidelines setting forth when simultaneous
lineups may be conducted rather than sequential lineups.
7.4.5

EYEWITNESS IDENTIFICATION

Members are cautioned not to, in any way, influence a witness as to whether any subject or
photo presented in a lineup is in any way connected to the case. Members should avoid
mentioning that:
a. The individual was apprehended near the crime scene.
b. The evidence points to the individual as the suspect.
c. Other witnesses have identified or failed to identify the individual as the suspect.
In order to avoid undue influence, witnesses shall view suspects or a lineup individually and
outside the presence of other witnesses (725 ILCS 5/107A-2). Witnesses should be instructed to
avoid discussing details of the incident or of the identification process with other witnesses.
Witnesses should be separated or monitored, and the lineup administrator shall ensure that all
eyewitnesses are monitored to prevent them from conferring with one another while waiting
to view the lineup and during the lineup (725 ILCS 5/107A-2).
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Whenever feasible, the eyewitness identification procedure shall be audio and/or video
recorded, and the recording should be retained according to current evidence procedures. If
the witness refuses to allow a recording of the process, the refusal shall be recorded, and the
member shall document in the report that no recording was made and the reason (725 ILCS
5/107A-2).
7.4.6

PHOTOGRAPHIC LINEUP AND LIVE LINEUP CONSIDERATIONS

When practicable, the member presenting the lineup shall not be involved in the investigation
of the case or know the identity of the suspect (725 ILCS 5/107A-2). In no case should the
member presenting a lineup to a witness know which photograph or person in the live lineup is
being viewed by the witness. Techniques to achieve this include randomly numbering
photographs, shuffling folders or using a computer program to order the persons in the lineup.
Individuals in the lineup should reasonably match the description of the perpetrator provided
by the witness and should bear similar characteristics to avoid causing any person to
unreasonably stand out. In cases involving multiple suspects, a separate lineup should be
conducted for each suspect. The suspects should be placed in a different order within each
lineup.
The member presenting the lineup to a witness should do so sequentially (i.e., show the
witness one person at a time) and not simultaneously. The witness should view all persons in
the lineup.
A live lineup should be coordinated with the DuPage County State’s Attorney’s Office.
7.4.6.1

ADDITIONAL CONSIDERATIONS

Members presenting a lineup shall also ensure that (725 ILCS 5/107A-2):
a. Only one suspect is presented in a photo lineup and a minimum of five filler photos is
utilized.
b. When practicable there should be five filler subjects used in a live lineup. In no case will
fewer than three filler subjects be used.
c. No writings or information related to the persons presented is visible or made known to
the witness.
d. If the witness requests to view a photograph or person again, he/she may do so, but
only after first viewing each person or photograph.
e. If the witness identifies a person as the perpetrator, he/she shall not be provided with
any information concerning the person until after the lineup is completed.
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f. An automated computer program or other device may be used to display a photo lineup
to an eyewitness provided the member administering the lineup cannot view the photos
until completion of the lineup process.
7.4.7

FIELD IDENTIFICATION CONSIDERATIONS

Field identifications, also known as field elimination show-ups or one-on-one identifications,
may be helpful in certain cases, where exigent circumstances make it impracticable to conduct
a photo or live lineup identifications. A field elimination show-up or one-on-one identification
should not be used when independent probable cause exists to arrest a suspect. In such cases a
live or photo lineup is the preferred course of action if eyewitness identification is
contemplated.
When initiating a field identification, the member should observe the following guidelines:
a. Obtain a complete description of the suspect from the witness.
b. If safe and practicable, the person who is the subject of the show-up should not be
handcuffed or in a patrol vehicle.
c. When feasible, members should bring the witness to the location of the subject of the
show-up, rather than bring the subject of the show-up to the witness.
d. The person who is the subject of the show-up should not be shown to the same witness
more than once.
e. In cases involving multiple suspects, witnesses should only be permitted to view the
subjects of the show-up one at a time.
f. The person who is the subject of the show-up should not be required to put on clothing
worn by the suspect, to speak words uttered by the suspect or to perform other actions
mimicking those of the suspect.
7.4.8

DOCUMENTATION

A thorough description of the eyewitness process and the results of any eyewitness
identification shall be documented in the case report (725 ILCS 5/107A-2). If practicable, an
audio or video recording of the witness statements shall be made.
If a photographic lineup is utilized, the actual photographic lineup presented to the witness
shall be included in the case report. In addition, the order in which the photographs were
presented to the witness should be documented in the case report. If a live lineup is utilized, a
photograph or other visual recording shall be included in the case report (725 ILCS 5/107A-2).
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If an automated computer process or other similar device is used to conduct a photographic
lineup, the results of that lineup, including the photographs displayed, will be saved in a
manner that permits the process to be repeated and shall be made part of the case report.
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Wheaton Police Department
Line-Up Advisement Form
Independent Administrator

To Be Read to Eyewitness and Acknowledged Pursuant to 725 ILCS 107A-2(e)

I, ________________________________ (the eyewitness) agree to view a lineup
(Print Name)

administered by____________________________, at _______________________________ on
(Name of Administrator)

(Location of Lineup)

___________, ______________ AM/PM.
(Date)

(Time)

I understand the following;
1. The persons in this lineup and I may be recorded for the purpose of accurately
documenting all statements made by me unless I refuse to be recorded.
2. The perpetrator of the crime may or may not be presented in the lineup.
3. The administrator of this lineup does not know the suspected perpetrator’s identity.
4. I should not feel compelled to make an identification.
5. It is as important to exclude innocent persons as it is to identify a perpetrator.
6. The investigation will continue regardless of whether an identification is made.
Eyewitness Signature

Date and Time

Investigator

Eyewitness Statements / Comments

________________
Signature of Eyewitness
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____________________
Signature of Police Officer

____________________
Police Report Number
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Wheaton Police Department
Line-Up Advisement Form
Non-Independent Administrator

To Be Read to Eyewitness and Acknowledged Pursuant to 725 ILCS 107A-2(e)
I, ________________________________ (the eyewitness) agree to view a lineup
(Print Name)

administered by____________________________, at _______________________________ on
(Name of Administrator)

(Location of Lineup)

___________, ______________ AM/PM.
(Date)

(Time)

I understand the following;
1. The persons in this lineup and I may be recorded for the purpose of accurately
documenting all statements made by me unless I refuse to be recorded.
2. The perpetrator of the crime may or may not be presented in the lineup.
3. I should not assume that the person administering this lineup knows which person in the
lineup is the suspect.
4. I should not feel compelled to make an identification.
5. It is as important to exclude innocent persons as it is to identify a perpetrator.
6. The investigation will continue regardless of whether an identification is made.
Eyewitness Signature

Date and Time

Investigator

Eyewitness Statements / Comments

____________________
Signature of Eyewitness
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____________________
Signature of Police Officer

____________________
Police Report Number
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Wheaton Police Department
Request to Not Record Line-up

Eyewitness Refusal to be Recorded Pursuant to 725 ILCS 107A-2(e)
I, ________________________________ (the eyewitness) do hereby request
(Print Name)

_______________________, located at _______________________________ on
(Name of Administrator)

(Location of Lineup)

___________, __________ AM/PM, not to record any portion of the lineup I am about to view.
(Date)

(Time)

I understand there is a preference under the law [725 ILCS 107A-2(f)(10)] that this procedure is
to be recorded.
No police officer has suggested in any way that I should refuse to have this lineup recorded.
The refusal to have this lineup recorded is my personal preference.

____________________
Signature of Eyewitness
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____________________
Signature of Police Officer

____________________
Police Report Number

BRADY MATERIAL DISCLOSURE 7.5
7.5.1

PURPOSE

This department order establishes guidelines for identifying and releasing potentially exculpatory
or impeachment information (so-called Brady information) to a prosecuting attorney.
7.5.1.1

DEFINITIONS

Brady information -Information known or possessed by the Wheaton Police Department
that is both favorable and material to the current prosecution or defense of a criminal defendant.
7.5.2

POLICY

The Wheaton Police Department will conduct fair and impartial criminal investigations and will
provide the prosecution with both incriminating and exculpatory evidence, as well as information
that may adversely affect the credibility of a witness. In addition to reporting all evidence of guilt,
the Wheaton Police Department will assist the prosecution by complying with its obligation to
disclose information that is both favorable and material to the defense. The Department will
identify and disclose to the prosecution potentially exculpatory information, as provided in this
policy.
7.5.3

DISCLOSURE OF INVESTIGATIVE INFORMATION

Officers must include in their investigative reports adequate investigative information and
reference to all material evidence and facts that are reasonably believed to be either
incriminating or exculpatory to any individual in the case. If an officer learns of potentially
incriminating or exculpatory information any time after submission of a case, the officer or the
investigator must prepare and submit a supplemental report documenting such information as
soon as practicable. Supplemental reports shall be promptly processed and transmitted to the
prosecutor’s office.
If information is believed to be privileged or confidential (e.g., confidential informant or
protected personnel files), the officer should discuss the matter with a supervisor and/or
prosecutor to determine the appropriate manner in which to proceed.
Evidence or facts are considered material if there is a reasonable probability that they would
affect the outcome of a criminal proceeding or trial. Determining whether evidence or facts are
material often requires legal or even judicial review. If an officer is unsure whether evidence or
facts are material, the officer should address the issue with a supervisor.
Supervisors who are uncertain about whether evidence or facts are material should address the
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issue in a written memo to an appropriate prosecutor. A copy of the memo should be retained
in the Department case file.
7.5.4

DISCLOSURE OF PERSONNEL INFORMATION

If a member of this department is a material witness in a criminal case, a person or persons
designated by the Chief of Police shall examine the personnel file and/or internal affairs file of
the officer to determine whether they contain Brady information. If Brady information is located,
the following procedure shall apply:
a. In the event that a motion has not already been filed by the criminal defendant or
other party, the prosecuting attorney and department member shall be notified
of the potential presence of Brady material in the member’s personnel file.
b. The prosecuting attorney or department counsel should be requested to file a
motion in order to initiate an in-camera review by the court.
1. If no motion is filed, the supervisor should work with counsel to determine
whether the records should be disclosed to the prosecutor.
c. The Custodian of Records shall accompany all relevant personnel files during any
in camera inspection to address any issues or questions raised by the court.
d. If the court determines that there is relevant Brady material contained in the files,
only that material ordered released will be copied and released to the parties filing
the motion.
2. Prior to the release of any materials pursuant to this process, the Custodian
of Records should request a protective order from the court limiting the use
of such materials to the involved case and requiring the return of all copies
upon completion of the case.
e. If a court has determined that relevant Brady information is contained in the
member’s file in any case, the prosecutor should be notified of that fact in all
future cases involving that member.
The person or persons designated by the Chief of Police should periodically examine the
personnel files of all officers who may be material witnesses in criminal cases to determine
whether they contain Brady information. The obligation to provide Brady information is ongoing.
If any new Brady information is identified, the prosecuting attorney should be notified.
7.5.5

INVESTIGATING BRADY ISSUES

If the Department receives information from any source that a member may have issues of
credibility, dishonesty or has been engaged in an act of moral turpitude or criminal conduct, the
information shall be thoroughly investigated.
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7.6.1 PURPOSE
The trauma of sexual assault and sexual abuse often leads to emotional, physical, and economic
consequences for the victim. The diminished ability of victims to recover from their sexual assault
or sexual abuse has been directly linked to the response of others to their trauma. The response
of law enforcement can directly impact both a victim's ability to heal and his or her willingness
to actively participate in the investigation by law enforcement.
Victim participation is critical to the successful identification and prosecution of sexual offenders,
which can prevent new victimization. For this reason, improving the criminal justice system’s
response to victims of sexual assault and sexual abuse is critical to protecting public safety.
7.6.2 POLICY
The Wheaton Police Department will treat sexual assault and sexual abuse as criminal conduct
and respond to all such calls without unnecessary delay; investigate each case thoroughly while
taking reasonable steps to prevent re-traumatization of sexual assault victims; and provide
referrals for follow-up services to victims.
7.6.3 AUTHORITY
55 ILCS 80/3, Child Advocacy Advisory Board
210 ILCS 30/4
320 ILCS 20/4, Reports of abuse or neglect
325 ILCS 5/4, Persons required to report; privileged communications; transmitting false report
410 ILCS 70/1a, Definitions
720 ILCS 5/11-1.10(f-g), General provisions concerning offenses described in Sections 11-1.20
through 11-1.60
720 ILCS 5/11-1.20, Criminal sexual assault
720 ILCS 5/11-1.30, Aggravated criminal sexual assault
720 ILCS 5/11-1.50, Criminal sexual abuse
720 ILCS 5/11-1.40, Predatory criminal sexual assault of a child
720 ILCS 5/11-1.60, Aggravated criminal sexual abuse
720 ILCS 5/11-1.70, Defenses with respect to offenses described in Sections 11-1.20 through 111.60
725 ILCS 120/4, Rights of crime victims
725 ILCS 120/4.5, Procedures to implement the rights of crime victims
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725 ILCS 200/1, Lie detector tests
725 ILCS 202/10, Submission of evidence
725 ILCS 203/1 et seq., Sexual Assault Incident Procedure Act
740 ILCS 45/5.1(b); Crime victim’s compensation act
77 Ill. Adm. Code 545.60(e)(1), Treatment of sexual assault survivors
ISP 6-386 (4/16), Illinois State Police Toxicology Screening Information for Drug Facilitated Sexual
Assaults: Patient Information Sheet
7.6.4 DEFINITIONS
Consent: A freely given agreement to the act of sexual penetration or sexual conduct in question.
Lack of verbal or physical resistance or submission by the victim resulting from the use of force
or threat of force by the accused will not constitute consent. The victim’s manner of dress at the
time of the offense will not constitute consent. A person who initially consents to sexual
penetration or sexual conduct is not deemed to have consented to any sexual penetration or
sexual conduct that occurs after he or she withdraws consent during the course of that sexual
penetration or sexual conduct. [720 ILCS 5/11-1.70]
Evidence-based, trauma-informed, victim-centered: Policies, procedures, programs, and
practices that have been demonstrated to minimize re-traumatization associated with the
criminal justice process by recognizing the presence of trauma symptoms and acknowledging the
role that trauma has played in a sexual assault or sexual abuse victim's life and focusing on the
needs and concerns of a victim to ensure compassionate and sensitive delivery of services in a
nonjudgmental manner. [725 ILCS 203/10]
Law enforcement agency having jurisdiction: The law enforcement agency in the jurisdiction
where an alleged sexual assault or sexual abuse occurred. [725 ILCS 203/10]
Sexual assault evidence: Evidence collected in connection with a sexual assault or sexual abuse
investigation, including, but not limited to, evidence collected using the Illinois State Police Sexual
Assault Evidence Collection Kit as defined in Section 1a of the Sexual Assault Survivors Emergency
Treatment Act or a urine sample collected when there is reasonable cause to believe that a
person has consumed a controlled substance without his or her consent. [410 ILCS 70/1a; 725
ILCS 203/10]
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Sexual assault or sexual abuse: Defined in Section 1a of the Sexual Assault Survivors Emergency
Treatment Act. An act of nonconsensual sexual conduct or sexual penetration, as defined in
Section 11-0.1 of the Criminal Code of 2012, including, without limitation, acts prohibited under
Sections 11-1.20 through 11-1.60 of the Criminal Code of 2012. [725 ILCS 203/10]
7.6.5 PROCEDURES
7.6.5.1Initial Responding Officer Duties
Make contact with the victim as soon as possible and address any safety concerns.
Assess the need for hospital emergency and forensic services and summon emergency medical
assistance, if needed, or offer to provide or arrange for transportation. [725 ILCS 203/25(a)(2)]
a. Officers should understand that physical evidence can be collected at the hospital
for up to 7 days after the sexual assault or sexual abuse has occurred, but the
longer the victim waits the likelihood of obtaining evidence decreases (Public Act
1087).
b. If the victim consents to a medical forensic exam, the officer will make all
reasonable attempts to ensure the exam is completed at a hospital where a SANE
(Sexual Assault Nurse Examiner) Nurse is employed and is able to complete the
exam. Officers should call the hospital first to confirm the availability of a SANE
Nurse. Refer to the Wheaton Police Survivor’s Information Tri Fold for a list of
hospitals that employ SANE Nurses. See Appendix.
c. The officer will not be present during the physical exam, unless requested by the
victim.
d. The victim has the right to have an advocate present during a medical or physical
examination unless no advocate can be summoned in a reasonably timely manner.
Officers should contact the YWCA hotline at (630) 971-3927 and request that an
advocate meet with the victim at the hospital. The victim also has the right to
have an additional person present for support during a medical or physical
examination. (725 ILCS 120/4.6)
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Provide victim or third-party reporter with the “Mandatory Notice for Survivors of Sexual Assault
Form” (P.A. 99-0801 - Form A, a portion of the Wheaton Police Survivor’s Information Tri Fold)
and document in the narrative of the report that the tri fold was provided. [725 ILCS 203/25(a)(1);
(b)] See Appendix.
Provide victim or third-party reporter with the Statement of Crime Victims’ Rights within 48 hours
of initial contact to inform victims of their rights under the Illinois Constitution, the Rights of
Crime Victims and Witnesses Act, and the Crime Victims Compensation Act. The form requires
the victim’s signature, acknowledging receipt of the contents. Keep the original signed form with
the report and give the recipient a copy of the signed form. Document in the narrative of the
report that the form was provided. [725 ILCS 120/4(b)] See Appendix.
Assess the victim and the need for drug-facilitated sexual assault.
a. Contact the YWCA at the 24 hotline (630) 971-3927 and request that an advocate
respond to the location to offer support and services to the victim, when deemed
appropriate. A victim can also contact the National Sexual Assault Hotline (1-800656-4673) to talk to a counselor in confidentiality or to be connected to resources
in their area.
b. Conduct preliminary/initial victim interview which will be focused on the general
nature of the crime, the location of the crime, the date of the crime and the
suspect information. A more detailed interview will be conducted by a member
of the detective unit. See section 7.6.5.3 for additional detective duties
c. Determine the primary language of the victim and determine any translation
needs. If the interview is conducted at a hospital, the officer may request
interpretive services from the hospital to obtain the above noted general nature
of the crime [725 ILCS 203/25(c)]. If the interview is conducted at another
location, officers should contact DuComm and request the availability of an onduty police officer who is fluent in the victim’s language. Officers may also use the
Wheaton Police Department’s contracted service for Language Line
Interpretation. Use of friends and family as interpreters should be avoided, if at
all possible.
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d. A private location should be secured for the interview, if possible.
e. A victim’s request for a person, advocate, or attorney for the purposes of support
or consultation should be accommodated, if possible. If such person is needed but
not available, the victim can contact the National Sexual Assault Hotline (1-800656-4673) for immediate support.
f. Determine the best way to contact the victim for follow-up based on the victim’s
concerns about privacy, confidentiality, and safety.
g. Victim will not be required to submit to an interview if he/she does not wish to.
[725 ILCS 203/20(e)]
Notify a supervisor so a detective can be assigned. The investigation will be assigned to a
detective trained in sexual assault and sexual abuse investigations pursuant to Section 10.21(d)
of the Illinois Police Training Act.
Follow evidence collection, crime scene processing, and chain of custody protocols.
1. Preserve crime scene, if possible.
2. Follow Wheaton Police Department orders and training on crime scene processing,
documentation of evidence collected, and chain of custody.
3. Be aware of evidence or circumstances suggesting co-occurring, serial, and/or
interconnected crimes.
Fulfill mandatory reporting requirements and document any notifications made in the narrative
of the report.
a. If responding to report of sexual assault or abuse of a child, the DuPage County
Children’s Advocacy Center will be notified.
b. Suspected abuse or neglect of any child will be immediately reported to the
Department of Children and Family Services at 1-800-252-2873. [325 ILCS 5/4]
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c. If responding to a report of sexual assault or abuse, which has occurred within the
previous 12 months of an adult with disabilities aged 18 through 59 or a person
aged 60 or older the officer will report this incident immediately (within 24 hours)
to the DuPage County Adult Protective Services (630) 407-6500 during the
business hours of 0800-1630 or to the IL Department of Aging (866) 800-1409 if
after business hours. [320 ILCS 20/4]
d. Officer will immediately report any long-term care facility resident subjected to
sexual abuse or assault, with whom the officer has had direct contact, to the
Department of Public Health at 1-800-252-4343. [210 ILCS 30/4]
If the incident occurred in another jurisdiction, send that jurisdiction a copy of the “Confirmation
of Transfer of Sexual Assault Report to Law Enforcement Having Jurisdiction” form (Form D, see
Appendix) in person or via fax or email within 24 hours of receiving the reported information.
P.A. 99-0801 [725 ILCS 203/20(c)] If confirmation from the law enforcement agency having
jurisdiction of its receipt of the report is not received within 24 hours of sending the report, the
agency will follow up with the agency having jurisdiction. [725 ILCS 203/20(d)]
7.6.5.2

Mandatory Report Writing

A written report will be completed when receiving information about a sexual assault or sexual
abuse crime from the following:
1. A victim. [725 ILCS 203/20(b)(1)
2. Hospital or medical personnel. [725 ILCS 203/20(b)(7)]
3. A witness. [725 ILCS 203/20(b)(6)]
4. A third-party reporter who has the consent of the victim. [725 ILCS 203/22]
a. The name and contact information of the third-party reporter will be documented
in the report.
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b. The reporter’s affirmation that he or she is reporting with the consent of the victim
will be documented in the report.
The report will include information required by 725 ILCS 203/20(b), which includes the victim’s
name or other identifier; the time, date and location of the offense; all information provided by
the victim; the suspect’s description and name if known, names of person’s with information
relevant to the crime and their contact information; names of medical professionals who
provided a medical forensic examination of the victim and any information they provided about
the sexual assault or sexual abuse; whether an Illinois State Police Sexual Assault Evidence
Collection Kit was completed, the name and contact information for the hospital and whether
the victim consented to testing of the Evidence Collection Kit by law enforcement; whether a
urine or blood sample was collected and whether the victim consented to testing of a toxicology
screen by law enforcement; information the victim related to medical professionals during a
medical forensic examination which the victim consented to disclosure to law enforcement; all
other relevant information and should also include:
a. Documentation of signs of physical and psychological trauma to the victim.
b. Documentation of any aggravating factors present included in 720 ILCS 5/11-1.30; 111.40; 11-1.60 or other relevant statutes.
c. Details and descriptions of the victim’s lack of consent, with documentation of the
victim’s subtle and overt actions. Silence does not imply consent.
d. Documentation of whether a consensual encounter turned non-consensual, the
details of how and when the suspect’s behavior changed and how the victim
expressed or demonstrated non-consent to the continued acts.
e. Use the victim’s, witness’s, and/or suspect’s own words in writing. The language
used by the victim should not be sanitized or cleaned up.
7.6.5.3

Duties of Detectives Investigating Sexual Assault and Sexual Abuse

All investigations of sexual assault and sexual abuse shall be assigned to an investigator who has
completed training in sexual assault investigations pursuant to Section 10.21(d) of the Illinois
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Police Training Act. Detectives investigating sexual assault and sexual abuse cases should ensure
they follow all applicable protocol and procedures, to include but not limited to:
a. Interview the victim utilizing evidence-based, trauma-informed, victim-centered
interview questions and techniques.
b. Inform the victim that he or she does not need to make a decision about
participating in the criminal justice process at this time.
c. If the detective speaks with the victim during normal, court business hours and a
judge is available, the detective will offer to provide or arrange accessible
transportation for the victim to the nearest available circuit judge or associate
judge so the victim may file a petition for an emergency civil no contact order or
an order of protection if they wish. [725 ILCS 203/25(a)(3)]. The detective should
provide victims with referrals to local agencies that can assist them, outside of
normal business hours, with the process of obtaining orders of protection or civil
no contact orders at the next available court time.
1. The YWCA advocates can assist victims with obtaining Civil No Contact Orders
and they can be reached at their 24-hour hotline. (630) 971-3927.
2. Family Shelter Service can assist victims with obtaining an Order of Protection
and they can be reached at their 24-hour hotline at (630) 469-5650.
d. The victim has the right to retain an attorney who may be present during all stages
of any interview, investigation, or other interaction with representatives of the
criminal justice system. Treatment of the victim should not be affected or altered
as a result of the victim’s decision to exercise this right. (Public Act 99-41
e. Victim will not be asked or required to submit to a polygraph examination or any
form of a mechanical or electrical lie detector test. [725 ILCS 200/1]
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f. A comprehensive follow-up interview shall be conducted by an investigator, after
the victim has been medically examined and treated and personal needs have
been met
g. Detectives can consider allowing the victim to complete at least two full sleep
cycles before an in-depth interview occurs, if time allows and if it is deemed
appropriate; however, a victim’s request to complete the interview sooner should
be honored
h. The role or impact of drugs or alcohol should be taken into consideration
i.

Sources of additional evidence during the victim interview, including electronic
communications or knowledge of prior victims, should be explored

j.

Utilize the DuPage County Children’s Advocacy Center for a forensic interview of
a child victim, when available, in accordance with the Children’s Advocacy Center’s
written operational protocol as required by Section 3(c) of the Children’s Advocacy
Center Act. [55 ILCS 80/3(c)]
k. A case should not be automatically closed following a recantation by the victim;
additional inquiry should be considered to determine the cause of the recantation
l.

When concluding the follow-up victim interview, the detective should:
1. Inform the victim about the next steps in the investigation. Let the victim know
when he or she can expect to be contacted again.
2. Encourage the victim to contact the detective if he or she remembers any
additional information or evidence and assure the victim that it is common to
remember additional information with the passage of time.
3. Help the victim develop a safety plan, if there are safety concerns, and
encourage the victim to call the police if the suspect violates any criminal or
court orders, or if the suspect (or the suspect’s family or associates) contacts
the victim in any way (in person, by phone, through social media, etc.)
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4. Encourage the victim to work with an advocate to assess future needs.
7.6.5.3.1

Witness interviews

1. Identify and interview all pertinent witnesses including but not limited to those who
were present during the assault, those who may have witnessed pre-assault or postassault behavior, or statements made by the victim or suspect, those who the victim
reported the assault or abuse to and those who may have been prior victims for
evidence of the suspect’s propensity to commit sexual abuse or assault.
2. A person who, in good faith, reports to law enforcement the commission of a sexual
assault against another person or seeks or obtains emergency medical assistance or
medical forensic services for a victim of sexual assault shall not be charged or
prosecuted for Class 4 felony possession of a controlled, counterfeit, or look-alike
substance or a controlled substance analog; if evidence for the class 4 felony
possession charge was acquired as a result of the person seeking or obtaining medical
assistance or medical forensic services; and provided the amount of substance
recovered is within the amount identified in subsection (d) of 720 ILCS 570/415.
7.6.5.3.2

Suspect investigations

1. Detectives should complete a comprehensive and thorough background on each
suspect.
2. Conduct suspect interviews in accordance with the guidelines set forth in 725 ILCS
5/103-2.1.
3. Obtain any and all physical evidence from the suspect(s) in a timely manner. Consider
legal requirements in determining how to best obtain the physical evidence and
consult with the DuPage County State’s Attorney’s Office when necessary:
a. Obtain a search warrant to collect any evidence from the body of the suspect, take
photographs of any findings on the body and/or collect clothing; and/or
EFFECTIVE DATE: 05/01/2021
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b. Obtain consent from the suspect to collect any evidence from the body of the
suspect, take photographs of any findings on the body, or collect clothing. If an
exam is conducted with the suspect’s consent, document that the suspect was
informed of his or her right to decline any part of the examination and to leave at
any time; or
c. Determine if a forensic exam should be obtained for the suspect. Collaborate with
the DuPage County State’s Attorney’s Office when deemed appropriate.
4. When deemed appropriate, contact the FBI, and request they enter the case
information into the Violent Criminal Apprehension Program Database.
5. Evaluate sources of digital evidence including photographs, video, social networking
sites, blogs or forums, hidden video recording devices, and computer spyware
programs for information related to the sexual assault or sexual abuse.
7.6.5.4

DNA
1. Forensic and offender hits (CODIS matches) received from the DuPage County Crime
Laboratory or other laboratories are to be forwarded to the detective assigned to the
case. The detective should:
a. Notify his/her immediate supervisor and document the receipt of the hit
confirmation.
b. Thoroughly investigate the CODIS hit and take all necessary steps to obtain a
sample of the offender’s DNA which will be sent to the crime lab for comparison,
without unnecessary delay.
c. Notify the DuPage County State’s Attorney’s Office of the results of the
investigation following the CODIS hit.
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7.6.5.5

Victim Notification

If the status of a cold case changes, including instances where a case is reopened to resume
investigation, a crime lab has notified law enforcement of a DNA database “hit,” or an offender
has been arrested on a warrant, notice to the victim will be provided unless it would
unreasonably interfere with the investigation. [725 ILCS 120/4]
7.6.6

Supervisor Duties

Patrol Supervisors who are notified of a sexual assault shall respond to the scene and make the
appropriate notifications to the Investigative Supervisor. They shall ensure all guidelines set forth
in this policy are followed.
Investigative Supervisors who are notified of a sexual assault shall review all consent forms and
related paperwork generated to ensure all guidelines set forth in this policy were followed. It is
the responsibility of the Investigative Supervisor to review all cases upon the expiration of the
evidence storage period. The Investigative Supervisor will determine if the evidence will be
destroyed or held for an additional period of time.
7.6.7

Evidence Collection, Crime Scene Processing, and Chain of Custody

An officer or detective will take possession of sexual assault evidence collected by hospital
personnel within no more than five days of the completion of the medical forensic exam and
document the possession of the evidence in the report. [725 ILCS 203/30(a); 725 ILCS 203/30(b)]
If a victim declines to consent to testing the evidence, the agency will store evidence for 10 years
from the completion of the medical exam or ten years from the victim’s 18th birthday if the victim
was under 18 at the time, whichever is longer. [725 ILCS 203/30(d)]
1. The victim or the victim’s designee will be provided the following information
“Storage and Future Testing of Sexual Assault Evidence Form” P.A. 99-0801 – a portion
of the Wheaton Police Department’s Survival Information Tri Fold. [725 ILCS
203/30(e)] See Appendix.
a. The sexual assault kit and all related evidence will be stored in the secured
evidence room at the Wheaton Police Department. [725 ILCS 203/30(e)(1)]
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b. The victim may provide consent for testing at a later date in writing by:
1. Contacting the Wheaton Police Department and providing verbal consent with
follow up verification either directly to the officer or detective working on their
case or generally by sending mail to the Wheaton Police Department, email to
the general police email address or by sending a fax to a Wheaton Police
Department fax number.
2. Working with a sexual assault advocate at the YWCA Metropolitan Chicago
Patterson and McDaniel, 2055 W. Army Trail Road, Addison, IL 60101, 630971-3927. [725 ILCS 203/30(d)]
The Wheaton Police Department will notify a victim or victim’s designee that the storage period
for their sexual assault evidence will be ending soon, if such notice has been previously requested
by the victim, in order to provide the victim sufficient time to decide whether to consent to
testing the evidence.
If a victim consents to testing the sexual assault evidence, the officer or detective will:
1. Notify the Property Control Officer to submit the Illinois State Police Sexual Assault
Evidence Collection Kit to the DuPage County Crime Lab for testing within 10 days of
receipt of consent pursuant to the Sexual Assault Evidence Submission Act and
document the submission in the case report. [725 ILCS 202/10; 725 ILCS 203/30(b)]
No law enforcement agency having jurisdiction may refuse or fail to send sexual
assault evidence for testing that the victim has consented to be tested. [725 ILCS
203/30(c)]
2. Provide the victim or victim’s designee with written information informing the victim
of his or her right to request information regarding the submission and results of the
testing. “Mandatory Notice of Victim’s Right to Information Regarding Sexual Assault
Evidence Testing Form” P.A. 99-0801 – a portion of the Wheaton Police Department
Survivor’s Rights Tri Fold. [725 ILCS 203/35] See Appendix.
3. Respond to victims who want to sign the written consent to test sexual assault
evidence after previously not giving consent. [725 ILCS 203/30(f)]
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4. The Property Control Officer is responsible for the storing and maintenance of the
evidence for a period of 10 years. At the conclusion of the storing period, the Property
Control Officer will notify the Investigative Supervisor who will review the case to
determine if the evidence will be destroyed or maintained for an additional period of
time.
7.6.8

Drug- and alcohol-facilitated sexual assault
1. If a drug- or alcohol-facilitated sexual assault is suspected, it is recommended that
urine be collected as soon as possible after the assault.
a. If possible, transport the victim to a facility where the sample can be taken.
b. If the first urine has been voided, urine collection should still be encouraged up to
120 hours (five days) after the sexual assault has occurred, as it could still have
evidentiary value.
c. Officers should convey this information to hospital staff and request urine samples
be obtained with the victim’s consent.
2. No sample analysis may be performed unless the victim returns a signed written
consent form after the sample was collected. [720 ILCS 5/11-1.10(g)] The victim has
ten years after the sample was collected to consent to testing. [725 ILCS 203/30(d)]
3. If samples are taken by the hospital for medical purposes, the officer should not
request the hospital personnel to test a victim’s blood or urine without the consent
of the victim.
4. With the victim’s consent, any blood or urine samples collected will be submitted to
the Illinois State Police Forensic Lab or other appropriate laboratory for analysis. [725
ILCS 202/10]
5. A victim should be notified that once a written consent form for analysis is signed, he
or she has 48 hours to revoke consent. [ISP 6-386 (4/16)]
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6. A victim of a sexual assault shall not be charged or prosecuted for Class 4 felony
possession of a controlled, counterfeit, or look-alike substance or a controlled
substance analog; if evidence for the Class 4 felony possession charge was acquired
as a result of the person reporting the sexual assault to law enforcement, or seeking
or obtaining emergency medical assistance or medical forensic services; and provided
the amount of substance recovered is within the amount identified in subsection (d)
of 720 ILCS 570/415. This shall not apply if law enforcement received reasonable
suspicion or probable cause of the criminal activity prior to or independent of the
report of sexual assault.
7.6.9

Victims’ Rights and Victim Notification

Crime victims have the right to be treated with fairness and respect for their dignity and privacy
and to be free from harassment, intimidation, and abuse throughout the criminal justice process.
[725 ILCS 120/4(a)(1)]
At the request of the crime victim, officers will provide notice of the status of the investigation,
except where the State's Attorney determines that disclosure of such information would
unreasonably interfere with the investigation, until such time as the alleged assailant is
apprehended or the investigation is closed. [725 ILCS 120/4.5(a)]
At the request of the crime victim, the law enforcement agency having jurisdiction shall provide
a free copy of the police report concerning the victim’s incident, as soon as practical but not later
than 5 business days from the request.
A victim has a right to request information regarding the submission and testing of forensic
evidence. Upon the request of the victim who has consented to the testing of sexual assault
evidence, officers will provide the following information in writing [725 ILCS 203/35(a)]:
1. The date the sexual assault evidence was sent to the DuPage County Crime Laboratory
or other appropriate laboratory, within seven days of submitting the evidence to a
laboratory.
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2. Any test results provided to the law enforcement agency by the laboratory, within
seven days of receipt of the results by the agency, including, but not limited to
whether:
a. DNA profile was obtained from the testing of the sexual assault evidence from the
victim's case;
b. The DNA profile developed from the sexual assault evidence has been searched
against the DNA Index System or any state or federal DNA database;
c. An association was made to an individual whose DNA profile is consistent with the
sexual assault evidence DNA profile, provided that disclosure would not impede
or compromise an ongoing investigation; and
d. Any drugs were detected in a urine or blood sample analyzed for drug-facilitated
sexual assault and information about any drugs detected.
7.6.10

Agency Partnerships with Sexual Assault Resource Teams (SARTS)

The Wheaton Police Department shall be a member of the DuPage County Sexual Assault
Resource Team (SART) which is comprised of members from the following DuPage County
Agencies: police departments, state’s attorney’s office, crime lab, SANE nurses, medical
professionals, and members of local advocacy groups.
The Wheaton Police Department shall designate a member of the police department to regularly
attend SART Meetings.
7.6.11

Officer-Involved Criminal Sexual Assault

The Wheaton Police Department shall ensure an objective and thorough investigation is
conducted in accordance with The Illinois Law Enforcement Criminal Sexual Assault Investigation
Act, Public Act 100-0515, if an officer from the Wheaton Police Department is the suspect in an
on-duty criminal sexual assault investigation.
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In the event the officer involved criminal sexual assault is reported to have occurred with an
officer on-duty, see the department order entitled, ““Officer-Involved Shooting/Deaths/Great Bodily
Harm/Investigating on-duty Sexual Assault” for guidance and procedures.
If the officer involved criminal sexual assault is reported to have occurred with an officer off-duty:

1. The Chief of Police or his/her designee shall designate an outside agency to conduct
the criminal investigation.
2. The outside agency shall conduct an investigation that will be completed by at least
two investigators, one of whom shall be the lead investigator. The investigators shall
have completed a specialized sexual assault and sexual abuse investigation training
program approved by the Illinois Law Enforcement Training and Standards Board or
similar training approved by the Department of State Police. No investigator involved
in the investigation may be employed by the law enforcement agency that employs
the officer involved in the officer-involved criminal sexual assault.
3. An internal investigation will commence, in accordance with the Wheaton Police
Department Order on Personnel Complaints.
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DuPage County Hospitals
*Indicates Sexual Assault Nurse Examiners
Employed

Adventist Glen Oaks Hospital
701 Winthrop Ave.
Glendale Heights, IL 60139
Phone: 630.545.8000
Adventist Hinsdale Hospital
120 N. Oak Street
Hinsdale, IL 60521
Phone: 630.856.6700
Advocate Good Samaritan Hospital*
3815 Highland Ave.
Downers Grove, IL 60515
Phone: 630.275.5900
Edward Hospital*
801 S. Washington St.
Naperville, IL 60540
Phone: 630.527.3000
Elmhurst Hospital*
155 E Brush Hill Rd.
Elmhurst, IL 60126
Phone: 331.221.1000
Northwestern Central DuPage Hospital*
25 N. Winfield Rd.
Winfield, IL 60190
Phone: 630.933.1600

CONFIRMATION OF TRANSFER OF SEXUAL ASSAULT
TO POLICE AGENCY HAVING JURSIDICTION
Due to the jurisdiction of where the reported incident
occurred,
the
Wheaton
Police
Department
will not be conducting the investigation. The below listed
Agency will be conducting the investigation:
Agency Name: ________________________________
Agency Address: ________________________________
Agency Telephone: ______________________________

CIVIL NO CONTACT ORDERS / ORDERS OF
PROTECTION
Survivors of sexual assault may petition for a Civil No
Contact Order (CNCO) or an Order of Protection
(OOP) that can order the offender to:
• Stay away from you and away from
specific locations, such as your
residence, your work, and your school
• Have no contact with you
To best determine if a CNCO or OOP is appropriate,
contact your local advocate. The CNCO or OOP can
be obtained in civil court at a local courthouse. There
are no fees for the person requesting the order. While
you can obtain a CNCO or OOP on your own, it is
best done with the assistance of an advocate or
attorney. If the courthouse is closed but a judge is
available, you may request that the officer provide or
arrange transportation to the judge.
You may be able to obtain sexual assault support
services for free by contacting your local Crisis Center.
These services include advocacy, counseling or
assistance with information about the medical forensic
exam, understanding the criminal justice system,
Crime Victims Compensation, Victim Economic
Security & Safety Act, and the Safe Homes Act.

Wheaton Police
Department
Survivor’s Information
Mandatory Notice for Survivors
of Sexual Assault Incidents and
Victim Rights Information
Wheaton Police Department
900 W. Liberty Drive
Wheaton, IL 60187
Emergency: 911
Non Emergency: 630-260-2161
Officer: _____________________________
Badge #: ____________________________
Date: _______________________________

Survivors of a sexual assault have the right to a copy
of their police report at no cost to them within five (5)
days of a written request of the report.

Report #: ____________________________
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Mandatory Notice for Survivors of
Sexual Assault
Survivors of sexual assault should seek medical
attention as soon as possible. You may request
transportation to the hospital.
Services Available
If you request medical forensic services, the
hospital must offer a general medical exam, treat
injuries, evaluate the need for medications, and
collect forensic evidence. Upon request, a
hospital must perform a forensic exam and
complete an evidence kit for a minimum of 7
days after the assault regardless of your age.
Evidence Preservation
You may not be sure whether or not you want to
participate in the criminal justice process right
now, but it is important to know that critical
evidence may be lost if you change clothes; take
a bath; shower or douche; use the restroom; eat;
smoke; or perform oral hygiene, depending on
the nature of the attack.
The sooner the medical forensic exam is
performed, the more potential for evidence to be
available for collection.
Storage of Evidence
If evidence is collected from you, but you are
unsure about allowing law enforcement to test
the evidence, the evidence will be stored for 10
years if you are an adult, or until your 28th
birthday, if you are under the age of 18. You can
consent to test the evidence at any time during
this period.
You will NOT be billed for any services
provided in the emergency room. In addition,
if eligible, the hospital will give you a voucher for
90 days of follow-up care.

Mandatory Notice of Victims Right to
Information Regarding Sexual Assault
Evidence Testing
If you are consenting to the testing of sexual assault
evidence collected in your case.
By consenting, the Wheaton Police Department must
provide you the following information regarding the
testing of the evidence at your request. You may
designate another person to receive this information
on your behalf.
You are entitled to the following information:
1. The date the sexual assault evidence was sent to
an Illinois State Police Crime Laboratory or other
appropriate laboratory by this agency. If you
request this information, it must be provided to you
within seven (7) days of the transfer of the
evidence to a lab by this agency.
2. Test results provided to this agency by the
laboratory, including, but not limited to:
• DNA test results, and
• whether any drugs were detected in a
urine or blood sample and information
about any drugs detected.
If you request this information, it must be provided to
you within seven (7) days of this agency receiving the
results from the laboratory.
Requesting the Information
You may submit a request for this information at this
time, or by contacting the Wheaton Police Department
at the address or phone number on the front of this
brochure. You, or your designee, must keep this
agency informed of the name, address, phone
number, and email of the person to whom information
should be provided and any changes to that
information.

Storage and Future Testing of Sexual
Assault Evidence
If you are consenting to the storage but NOT the
testing of the evidence collected in your case.
A consent form to test the sexual assault evidence
collected today must be signed before the Wheaton
Police Department can send this evidence to a
laboratory to be tested. If you have indicated that you
do NOT want to sign the consent for testing at this
time:
If you are an adult, this evidence will be stored by
The Wheaton Police Department for ten (10) years
from today’s date, ___________________.
If you are under 18 years of age, this evidence will
be stored until your 28th birthday.
You may request to be notified prior to the
destruction of the evidence at the end of the storage
period at any time by contacting the Wheaton Police
Department.
A consent form for the testing of this evidence may
be signed at any time during the storage period. This
can be done by contacting the Wheaton Police
Department or by working with an advocate from a
rape crisis center.

CRISIS CENTER
YWCA Metropolitan Chicago
Patterson and McDaniel
2055 Army Trail Rd. Suite 140
Addison, IL 60101
Hotline: (630) 971-3927
TTY: (630) 790-6600 ext. 4311

Hospitales del Condado de DuPage
*Indica las enfermeras examinadoras de agresión
sexual

Adventist Glen Oaks Hospital
701 Winthrop Ave.
Glendale Heights, IL 60139
Phone: 630.545.8000
Adventist Hinsdale Hospital
120 N. Oak Street
Hinsdale, IL 60521
Phone: 630.856.6700
Advocate Good Samaritan Hospital*
3815 Highland Ave.
Downers Grove, IL 60515
Phone: 630.275.5900
Edward Hospital*
801 S. Washington St.
Naperville, IL 60540
Phone: 630.527.3000
Elmhurst Hospital*
155 E Brush Hill Rd.
Elmhurst, IL 60126
Phone: 331.221.1000
Northwestern Central DuPage Hospital*
25 N. Winfield Rd.
Winfield, IL 60190
Phone: 630.933.1600

Debido a la jurisdicción de donde ocurrió el incidente
reportado, el nombre de la agencia respondiente no
llevará a cabo la investigación. La Agencia que se enumera
a continuación llevará a cabo la investigación:
Nombre de agencia: __________________________
Dirección de la agencia: _______________________
Teléfono de la agencia: _________________________

ÓRDENES CIVILES DE NO
ÓRDENES DE PROTECCIÓN

CONTACTO

/

Los sobrevivientes de agresión sexual pueden
solicitar una Orden Civil de No Contacto (CNCO) o
una Orden de Protección (OOP) que puede ordenar
al agresor que:
•
•

Se mantenga alejado de usted y de
lugares específicos, como su residencia,
su trabajo y su escuela.
No tenga contacto con usted.

Para determinar de la mejor manera si un CNCO o
un OOP es apropiado, comuníquese con su asesora
local. La CNCO o la OOP se pueden obtener en su
juzgado civil local. No hay costos para la persona
que solicitan la orden. Usted puede obtener una
CNCO o una OOP por su cuenta, pero es mejor
hacerlo con la ayuda de una asesora o abogado. Si
el juzgado está cerrado, pero hay un juez disponible,
usted puede solicitar que el oficial proporcione u
organice un transporte para el juez.
Es posible que pueda obtener servicios de apoyo
de agresión sexual de forma gratuita
comunicándose con su Centro de Crisis. Estos
servicios incluyen asesoramiento, consejería y
asistencia con información sobre el examen
médico forense, entender el sistema de justicia
penal, Compensación a Victimas de Crimen, Acta
de Seguridad Económica y Protección a Víctimas,
y Acta de Casas Seguras.
Los sobrevivientes de una agresión sexual tienen
derecho a recibir una copia de su informe policial
sin costo alguno dentro de los cinco (5) días
posteriores a la solicitud por escrito del informe.

TRIFOLD
INFORMACIONAL
PARA VICTIMAS DEL
CONDADO DE DUPAGE .

Aviso obligatorio para
Sobrevivientes de
Incidentes de Agresión
Sexual y Derecho de la
Víctima a la Información y
Pruebas de Evidencia
Nombre de la Agencia Respondiente
Dirección de la Agencia Respondiente
Dirección de la Agencia Respondiente
Emergencia: 911
Teléfono de la Agencia Respondiente:

Oficial: __________________
ID#: _____________________
Fecha: ___________________
# De Reporte: ______________

Aviso Obligatorio Para Sobrevivientes
de Agresión Sexual
Los sobrevivientes de agresión sexual deben
buscar atención médica lo más pronto posible.
Puede solicitar transportación al hospital.
Servicios Disponibles
Si solicita servicios médicos forenses, el hospital
debe ofrecer un examen médico general, tratar
lesiones,
evaluar
la
necesidad
de
medicamentos y colectar evidencia forense.
Bajo petición, un hospital debe realizar un
examen forense y completar un kit de pruebas
durante un mínimo de 7 días después de la
agresión, independientemente de su edad.
Preservación de la Evidencia
Quizás no esté seguro si desea participar o no
en el proceso penal en este momento, pero es
importante que sepa que se podrían perder
evidencia critica si se cambia de ropa; se baña,
ducha o limpia; va al baño; come; fuma; o se
lava la boca, dependiendo de la naturaleza del
ataque.
Cuanto antes se realice el examen médico
forense, mayor será la posibilidad de que haya
evidencia disponible para la colección.
Almacenamiento de Evidencia
Si se reúnen evidencias suyas, pero no está
seguro de permitir que la policía las examine, las
pruebas se guardarán durante 10 años si usted
es un adulto o hasta que cumpla 28 años si es
menor de 18 años. Puede dar su consentimiento
para probar la evidencia en cualquier momento
durante este período.
NO se le cobrarán los servicios recibidos en
la sala de emergencia. Además, si es elegible,
el hospital le dará un vale para 90 días de
atención de seguimiento médico.

Aviso Mandatorio de los Derechos de Almacenamiento y Pruebas Futuras de
Evidencia de Agresión Sexual
Victimas de Información Sobre Pruebas
de Evidencia de Asalto Sexual
Si está dando su consentimiento para la prueba de la
evidencia de agresión sexual recopilada en su caso.
Dando su consentimiento, el nombre de la agencia
respondiente debe proporcionarle la siguiente
información con respecto a la prueba de la evidencia
en su solicitud. Puede designar a otra persona para
que reciba esta información en su nombre.
Usted tiene derecho a la siguiente información:
1. La fecha en que la evidencia del asalto sexual fue
enviada a un Laboratorio de Delitos de la Policía
del Estado de Illinois u otro laboratorio apropiado
por esta agencia. Si solicita esta información, esta
agencia debe ser proveída a usted dentro de los
siete (7) días posteriores a la transferencia de la
evidencia a un laboratorio por la agencia.
2. Los resultados de las pruebas proporcionadas a
esta agencia por el laboratorio incluyen, pero no
se limita a:
• Resultados de las pruebas de ADN, y
• Si se detectaron alguna sustancia
controlada en una muestra de orina o
sangre e información sobre la sustancia
detectados.
Si solicita esta información, se le podrá proporcionar
dentro de los siete (7) días posteriores a que esta
agencia reciba los resultados del laboratorio.
Solicitando la Información
Puede enviar una solicitud de esta información en
este momento, o comuníquese con el nombre de la
agencia respondiente a la dirección o número de
teléfono que se encuentra al frente de este folleto.
Usted o su representante debe mantener informada a
esta agencia sobre el nombre, la dirección, el número
de teléfono y el correo electrónico de la persona a la
que se debe proporcionar la información y cualquier
cambio en esa información.

Si está dando su consentimiento para el
almacenamiento, pero NO la prueba de la evidencia
recolectada en su caso.
Se debe firmar un formulario de consentimiento para
probar la evidencia de asalto sexual que se recopiló
hoy antes de que el nombre de la agencia
respondiente pueda enviar esta evidencia a un
laboratorio para su análisis. Si ha indicado que NO
desea firmar el consentimiento para la prueba en
este momento.
Si usted es un adulto, esta evidencia será
almacenada por el nombre de la agencia
respondiente durante diez (10) años a partir de la
fecha de hoy, ___________________.
Si es menor de 18 años, esta evidencia se
almacenará hasta que la persona cumpla 28 años.
Puede solicitar ser notificado antes de la destrucción
de la evidencia al final del período de
almacenamiento
en
cualquier
momento
comunicándose con el nombre de la agencia
respondiente
Se puede firmar un formulario de consentimiento
para la prueba de esta evidencia en cualquier
momento durante el período de almacenamiento.
Esto se puede hacer contactando el nombre de la
agencia respondiente o trabajando con una
asesora de un centro de crisis por violación.
CENTRO DE CRISIS
YWCA Metropolitan Chicago
Patterson and McDaniel
2055 Army Trail Rd. Suite 140
Addison, IL 60101
Linea de crisis: (630) 971-3927

Confirmation of Transfer of Sexual Assault Report
to Law Enforcement Agency Having Jurisdiction
Within 24 hours of receiving a sexual assault report of an incident in your jurisdiction from another law
enforcement agency, you must provide that agency with the following information.
Law Enforcement Agency That Received the Initial Sexual Assault Report
Initial Agency Name: _______________________________________ Case Number: ___________
Initial Agency Contact Name: ________________________________________________________
Title: ___________________ Phone: _____________________ Fax: _________________________
Email: _______________________________________
Date Transferred: __________________________ Time Transferred: _____________________
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Confirmation of Receipt of Sexual Assault Report to be completed by
Law Enforcement Agency with Jurisdiction Receiving Report
Agency with Jurisdiction Name: _____________________________ Case Number: ____________
Name of Person Receiving Report: ____________________________________________________
Title of Person Receiving Report: _____________________________________________________
Date Received: ___________________________

Time Received: _________________________

Law Enforcement Agency Having Jurisdiction Contact Information to be Provided to Victim
Agency with Jurisdiction Name: _____________________________ Case Number: ____________
Name of Contact Person: ____________________________________________________________
Title: ________________________________________ Phone: ______________________________
Email: _______________________________________ Fax: ________________________________

This written confirmation shall be delivered in person or via fax or email to
the law enforcement agency that received the initial report.
P.A. 99-0801 Form D
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REGISTERED OFFENDER INFORMATION 7.7
7.7.1

PURPOSE

This department order establishes guidelines by which the Wheaton Police Department will
address issues associated with certain offenders residing in the jurisdiction and how the
Department will disseminate information and respond to public inquiries for information about
registered offenders.
7.7.2

POLICY

It is the policy of the Wheaton Police Department to identify and monitor registered offenders
living within this jurisdiction and to take reasonable steps to address the risks those persons may
pose.
7.7.3

REGISTRATION

The Investigations Lieutenant shall establish a process to reasonably accommodate registration
of sexual offenders, murderers, and violent offenders against youth. The process should rebut
any allegation on the part of the offender that the registration process was too confusing,
burdensome, or difficult for compliance. If it is reasonable to do so, an investigator assigned to
related investigations should conduct the registration in order to ensure compliance and best
evaluate any threat the person may pose to the community.
Employees assigned to register offenders should receive appropriate training regarding the
registration process. Upon conclusion of the registration process, the investigator shall ensure
that the registration information is provided to the Illinois State Police (ISP) (730 ILCS 150/8; 730
ILCS 154/45). The refusal of a registrant to provide any of the required information or complete
the process should initiate a criminal investigation for failure to register.
7.7.4

CONTENTS OF REGISTRATION

The Investigations Lieutenant shall assign a detective to reasonably accommodate registration.
The assigned detective will (730 ILCS 150/3; 730 ILCS 150/8; 730 ILCS 154/45):
a. Obtain proof of identity and residency.
b. Conduct a criminal history check.
c. Utilize the appropriate ISP Offender Registration Form to process registration and obtain
the offender’s signature on the completed form.
d. Photograph and fingerprint the individual.
e. Provide the offender with a copy of the registration paperwork.
f. Enter registration information into Law Enforcement Agencies Database System (LEADS).
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7.7.5

MONITORING OF REGISTERED OFFENDERS

The Investigations Lieutenant should establish a system to periodically, and at least once
annually, verify that a registrant remains in compliance with his/her registration requirements
after the initial registration. This verification should include:
a. Efforts to confirm residence using an unobtrusive method, such as an Internet search or
drive-by of the declared residence.
b. Review of information on the ISP website.
c. Contact with a registrant’s parole or probation officer.
Any discrepancies should be reported to the assigned Investigations detective.
The Investigations Lieutenant should also establish a procedure to routinely disseminate
information regarding registered offenders to Wheaton Police Department personnel,
including timely updates regarding new or relocated registrants.
7.7.6

DISSEMINATION OF OFFENDER INFORMATION

Employees will not unilaterally make a public notification advising the community of a particular
registrant’s presence in the community. Employees who identify a significant risk or other public
safety issue associated with a registrant should promptly advise their supervisor. The supervisor
should evaluate the request and forward the information to the Deputy Chief of Support if
warranted.
A determination will be made by the Deputy Chief of Support, with the assistance of legal counsel
as necessary, whether such a public alert should be made.
Members of the public requesting information on registrants should be directed to the Illinois
Sex Offender Information website or the City of Wheaton website, where they can view the sex
offender poster.
The Records Supervisor shall release local registered offender information to residents in
accordance with applicable state law and in compliance with a Freedom of Information Act
request (730 ILCS 152/120; 730 ILCS 154/95).
7.7.6.1

RELEASE NOTIFICATIONS

Registrant information that is released should include notification that:
a. The offender registry includes only those persons who have been required by law to
register and who are in compliance with the offender registration laws.
b. The information is provided as a public service and may not be current or accurate.
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c. Persons should not rely solely on the offender registry as a safeguard against offenses in
their communities.
d. The crime for which a person is convicted may not accurately reflect the level of risk.
e. Anyone who uses information contained in the registry to harass registrants or commit
any crime may be subject to criminal prosecution.
7.7.6.2

MANDATORY OFFENDER INFORMATION DISSEMINATION

Information on registered offenders shall be posted at the department (730 ILCS 152/120; 730
ILCS 154/95) and must be made available for public inspection to any person, no
later than 72 hours or three business days from the date of a request (730 ILCS 152/120/ 730
ILCS 154/95).
Upon registration of a juvenile sex offender who is also enrolled in school, the department shall
provide a copy of the sex offender registration form only to the principal or chief administrative
officer of the school and any guidance counselor designated by the chief administrative officer
(730 ILCS 152/121).
7.7.6.3 OFFENDER INFORMATION AVAILABLE VIA THE INTERNET
Information that may be posted on the department’s website regarding registered offenders
includes (730 ILCS 152/120; 730 ILCS 154/95):
a. The offender’s name, address, and date of birth.
b. The offense for which the offender was convicted.
c. The offender’s photograph or other such information that will help identify the sex
offender or violent offender against youth.
d. Offender employment information.
e. For sex offenders, the following additional information may be posted on the
department's website: adjudication as a sexually dangerous person, e-mail addresses,
instant messaging identities, chat room identities and other Internet communications
identities, all Uniform Resource Locators (URLs) registered or used by the sex offender,
and all blogs and other Internet sites maintained by the sex offender or to which the sex
offender has uploaded any content or posted any messages or information.
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7.8.1

PURPOSE

Identity theft frequently involves related crimes in multiple jurisdictions. This department order
is intended to provide guidelines for the reporting and investigation of such crimes.
7.8.2

REPORTING

In an effort to maintain uniformity in reporting, officers presented with the crime of
identity theft shall initiate a report for victims residing within the jurisdiction of this
department (720 ILCS 5/16-35). For any victim not residing within this jurisdiction, the officer
may either take a report, as a courtesy, to be forwarded to the victim’s residence agency or the
victim should be encouraged to promptly report the identity theft to the law enforcement
agency where he/she resides.
Any case report involving identity theft should include all known incidents of fraudulent activity,
cross-reference all known reports made by the victim. Following supervisory review and
departmental processing, the initial report should be forwarded to investigations for potential
assignment to a detective, continued follow-up by the officer as directed by the supervisor,
coordination with other agencies and prosecution as circumstances dictate.
7.8.3

VICTIM ASSISTANCE

Officers should provide all victims of identity theft with the Attorney General's
Identity Theft Resource Guide. http://www.illinoisattorneygeneral.gov/consumers/
Identity_Theft_Resource_Guide.pdf
In a case where another person has been arrested, cited or charged in the victim's
name, where a criminal complaint was filed against a perpetrator in the victim's name
or where the victim's name has been mistakenly associated with a criminal conviction,
the reporting officer should inform the victim of identity theft of his/her right to obtain
an expedited judicial determination of factual innocence (720 ILCS 5/16-35(b)).
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8.1.1

PURPOSE

This department order provides for the proper collection, storage, and security of evidence and
other property. It is intended to guarantee the property rights of owners, provide for the proper
identification of evidence, define guidelines for the security of evidence and property, and
protect the integrity of the Department.
8.1.2

DEFINITIONS

Chain of Custody: A record of persons having charge, control, or possession of evidence from
the time it is received until disposed of.
Evidence: Property which may be related to a criminal or quasi-criminal offense or which may
implicate or clear a person of a criminal charge.
Property: Anything that is held in police custody which has been lost, abandoned, or held for
safe keeping, and is not believed to be connected to or part of a criminal or quasi- criminal
offense.
8.1.3

PROCEDURE

8.1.3.1

Custody

All property must be inventoried into the Barcoded Evidence Analysis, Statistics and Tracking
System (BEAST) prior to the employee going off-duty unless otherwise approved by a supervisor.
Evidence and/or recovered property that is approved to be submitted during the officer’s next
duty day shall be secured within an evidence locker. The associated dry erase board shall be
completed, indicating the report number, officer/detective name and date the items were placed
into the temporary locker. The locker key will be tagged and stored within the watch
commander’s key lock box. Under no circumstances will evidence or recovered property be
subject to personal use or stored in employees’ personal desks, lockers, vehicles, homes, or other
places that would permit the interruption of the chain of custody. For School Liaison Officers, any
evidence or recovered property that is to be entered into the BEAST shall be secured within the
locker in their respective school office. The evidence/property will remain secured until the
School Liaison Officer transports said item(s) to the police department and those items can be
inventoried into the BEAST. Care shall be taken to maintain the chain of custody for all evidence.
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8.1.3.2

Inventory Procedure

Accurately complete the BEAST data entry fields describing each item of property separately,
including dates, times, offense information, location of collection, packaging types, purpose for
collection, information for victims, suspects, owners, and other persons (as appropriate), serial
numbers, along with an accurate description of the item.
The smallest package suitable for the evidence should be selected.
Print, sign, and date a BEAST label and attach it to each package or envelope in which the property
is stored. If the property item is too large to be packaged, the label shall be affixed to a tag which
is then attached to the item.
Each package shall be sealed with tamper-indicating tape to prevent loss, cross-transfer of
evidence or evidence samples, harmful change or degradation resulting from exposure to air or
other conditions and render the package “tamper evident,” making it impossible to access the
interior of the package without causing obvious damage to it.
Finalize the entry by providing an electronic signature.
Packaged items shall then be secured in a locker, with the associated key dropped in the
designated secure area for the Property Control Officer.
Bicycles that are tagged can be placed in the bike impound.
8.1.3.2

Special Considerations

Certain property items require special handling. The following items shall be processed in the
described manner:
a. Items contaminated with bodily fluids such as blood or semen stains shall be air
dried prior to inventory. A Biohazard label shall be affixed to the outside of the
packaging.
b. All currency must be packaged in a designated currency envelope unless the
volume of the currency is such that using an envelope is impractical. Currency shall
be counted in the presence of another department member and the envelope
signed by the inventorying officer and the other member. A supervisor shall be
contacted for cash in excess of $1,000.
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c. Sexual assault evidence is required by state law to be submitted to the crime lab
within 10 days of receipt (725 ILCS 202/10). Members conducting a sexual assault
investigation must advise the property control officer of the nature of the
evidence to assure the 10-day submission requirement is met.
d. Property Belonging to Retail Establishments and Other Releasable Property:
1. Illinois Compiled Statutes provides exemptions to the evidence rules, allowing
that a law enforcement agency holding evidential property from incidents of
theft, retail theft, deceptive practice, robbery, armed robbery, burglary, or
residential burglary may photograph and return that property, under certain
circumstances, to its owner(s) in lieu of holding it for court proceedings (725
ILCS 5/115-9). Officers shall consult and receive direction from the DuPage
County State’s Attorney’s Office or City Prosecutor prior to acting on this
statute and returning any evidence to a victim.
e. Officers who encounter a suspected explosive device shall promptly notify their
immediate supervisor. The DCSO Bomb Squad will be called to handle explosiverelated incidents and will be responsible for the handling, storage, sampling, and
disposal of all suspected explosives. Explosive items shall never be brought into
the facility. Gasoline, flammable materials, and fireworks shall be entered into
the BEAST and stored in the yellow flammable cabinet located in the bike pound.
For complete instructions on packaging, inventory procedure and special considerations, see
Appendix A for the Property and Evidence Packaging Manual July 2020.
8.1.3.4

Evidence Review

Any time an officer/detective requests evidence, a formal request shall be made to the Property
Control Officer (PCO). To maintain the integrity of the chain of custody, the PCO will indicate the
date, transfer of custody and purpose in the BEAST entry for the requested item.
8.1.4

PHYSICAL SECURITY OF STORED PROPERTY

The primary location for the storage of property is the Evidence and Recovered Property Room.
Security for all property storage areas shall be maintained through the use of restricted key card
access. As authorized by the Chief of Police, key card access to this area is limited to the Chief of
Police, Property Control Officer, and any other employee designated by the Chief of Police.
Authorization for unlimited and unescorted access to this area is limited to the Property Control
Officer and, in his/her absence, any employee designated by the Chief of Police to the duties and
responsibilities of the position. No other member of this department is allowed unescorted
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access into the Evidence and Recovered Property Section. Any member of this department
entering this restricted area must be escorted by the aforementioned personnel and will be
entered into a log bog upon entry/exit. The logbook will be maintained by the Property Control
Officer and include the name, date, and time of entry/exit. Absent a court order, no member of
the general public will be allowed at any time into the Evidence and Recovered Property Room.
8.1.5

OBTAINING EVIDENCE FOR COURT

Officers needing evidence for court must request the items from the property control officer and
sign for the custody transfer once the item is received. Officers are encouraged to notify the
Property Control Officer via e-mail in advance of the court date that they will be in need of an
item. The Property Control Officer shall provide a copy of the custody receipt to the officer in the
event the prosecutor retains the evidence for court purposes. If the item has been turned over
to the court, the officer shall have the prosecutor sign their name on the custody receipt with a
note that the item(s) were retained for trial purposes. The officer shall return the custody receipt
to the Property Control Officer. If an item is returned from court, the officer will re-enter the item
into evidence and indicate the actions in the BEAST.
8.1.6

TRANSFER OF EVIDENCE TO CRIME LABORATORY

Members inventorying items that need crime lab submission shall identify the item by the
required packaging. The Property officer or designee shall use the BEAST system to generate Lab
Submission forms requesting the appropriate lab analysis for items submitted. Items shall be
transferred to the crime lab in a timely manner following any additional guidelines set forth in
the Property and Evidence Packaging Manual. The Property Control Officer will ensure that
Illinois State Police Sexual Assault Evidence Kits are submitted to an approved laboratory in
conformance with the rules set forth in 20 Illinois Administrative Code 1255.10 et seq.
8.1.7

DISPOSAL OF PROPERTY

In order to maintain an orderly and safe storage facility, the Property Control Officer shall be
responsible for periodic review of items stored to determine their eligibility for disposal.
The Property Officer may use the following methods to determine disposal eligibility.
1. Property Disposition Tracer sent to recovering member.
2. Direct case research to determine investigation or arrest status.
3. Written authorization from the inventorying member.
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4. Written authorization from the property owner.
5. Periodic review of non-evidence items stored.
6. Any court order authorizing disposal of items.
Prior to the disposal of any property where the owner is known and is eligible to have the
property returned, the Property Officer or their designee shall attempt to notify the owner of the
property status by certified mail.
Prior to disposal the Property Control Officer shall verify that any specific legal requirements
for retention of property/evidence and/or return to owner have been met. Specific
requirements under various state and local laws include
1. Abandoned, lost, stolen or unclaimed property (765 ILCS 1030/1; 765 ILCS
1030/2; 765 ILCS 1025/17; 765 ILCS 1025/8.1
2. Drug paraphernalia (720 ILCS 600/5)
3. Found & Safekeeping Property (765 ILCS 1030)
4. Firearms (720 ILCS 5/24, 750 ILCS 60/304(c), 725 ILCS 165/2
5. Gambling devices (720 ILCS 5/28-5)
6. Preservation of evidence for forensic testing (725 ILCS 5/116-4)
7. Unclaimed monies (765 ILCS 1030/0.01 et seq.)
8. Vehicles, vessels, aircraft, or component parts (stolen, converted, recovered and
unclaimed) (625 ILCS 5/4-107)
9. Video recordings made by the police (720 ILCS 5/14-3 (h-15)
Property eligible for disposal may be purged from property storage using any of the following
methods in accordance with state and local laws.
1. Return to owner
2. Destruction to render the item unusable
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3. Public auction (765 ILCS 1030).
4. Donation (765 ILCS 1030).
5. Retained for department use
6. Transfer to lab for disposal (street drugs)
7. Transfer to another agency for disposal (DEA / EPA / County Bomb Squad)
8. Transfer to another public agency as authorized by law
9. Transfer to the city as authorized by law (unclaimed monies)
8.1.8

RETURN OF PROPERTY TO THE OWNER

Any property held that is not needed as evidence in a civil or criminal proceeding shall be
returned to the owner upon request and reasonable satisfactory proof of ownership or right of
possession providing that all legal requirements for any mandatory holding period have been
met.
Occasionally more than one party may claim an interest in property being held by the
Department, and the legal rights of the parties cannot be clearly established. Such property shall
not be released until one party has obtained a valid court order or other undisputed right to the
involved property.
8.1.9

CLAIMING OF FOUND PROPERTY BY A PRIVATE CITIZEN

In the event of found money or property, officers will handle such calls for service by following
the standard operating procedure for completing an incident report and entering the found
money or property into the BEAST. Officers shall make reasonable inquiry and efforts to identify
and notify the owner or other person entitled to the possession thereof, and shall return the
property after such person provides reasonable and satisfactory proof of his/her ownership or
right to possession (765 ILCS 1030/2(a)).
a. If the private citizens seeks claim in the found property, and the value of said
property exceeds $100.00 in value, the citizen must comply with 765 ILCS 1020/27
of the Illinois Compiled Statues. The following are the instructions for the private
citizen:
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1. Within five (5) days after such finding of the property, file an Affidavit of
Description (Estray & Lost Property Act) with the Circuit Court Clerk.
The affidavit shall contain:
a. Description of the property.
b. Time and place found.
c. A statement that no alteration to the appearance of the property has been
made.
d. A statement that the name of the owner is unknown to the finder and that
the finder has not secreted, withheld, or disposed of any part of the
property.
e. A prayer that the court enter an order stating the value of the described
property as near the court can ascertain.
2. A certified copy of the order and the affidavit of the finder shall, within 10 days
after the order was entered, be transmitted to the County Clerk to be recorded
in his/her estray book, and filed in the office of the County Clerk. Upon
request, the Office of the Clerk of the Circuit Court will provide the finder with
one (1) certified copy of each, the order and affidavit, for this purpose. No
additional fee to the finder will be charged for these copies.
3. The County Clerk, within twenty (20) days after receiving the certified copy of
the Court’s order shall cause a notice to be published for the three (3)
consecutive weeks in a newspaper.
4. If, after one (1) year from the date of publication by the County Clerk as
required pursuant to 765 ILCS 1020/28, the owner does not appear and file a
claim to the property, upon further order of the court, the ownership of such
property shall vest in the finder.
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b. If the property found does not exceed $100.00 in value, the private citizen must
comply with 765 ILCS 1020/28 of the Illinois Compiled Statutes. The following are
the instructions for the private citizen:
1. The finder must advertise a notice of finding at the courthouse by means of
preparing and delivering an announcement, which describes the property and
its value, to the office of the Chief Judge.
2. If, after six (6) months from the date of advertisement, the owner does not
appear and file a claim to the property, upon further order of court, the
ownership of such property shall vest in the finder.
ADM.16.10

PROPERTY CONTROL OFFICER CHANGE

A documented inventory of property will occur whenever there is a personnel change in the
Property Control Officer position. The inventory will be conducted jointly by the newly
designated property and evidence officer to ensure that records are correct and properly
annotated. This shall be completed prior to the responsibility being formally transferred to the
new Property Officer.
ADM.16.11

ANNUAL AUDIT

The Lieutenant of Support, or other designated supervisor, will conduct a documented annual
audit of property and evidence held by the department. The yearly deadline for completion is
January 31.
The annual audit should cover a sufficient representative sampling of property including high-risk
items, including but not limited to money, precious metals, jewelry, firearms, and drugs. The
audit to ensure the integrity of the system and accountability of the property.
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Appendix A

Wheaton Police
Department

Property and
Evidence Packaging
Manual
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July 2020

Submitting Officer Responsibilities
•
•

•

•

•
•

Enter all pertinent information into the Beast, including case information, people,
property details, making sure to identify the owners of property.
Within reason, each item should be packaged and submitted separately. Property which
all has the same owner and will likely have the same chain of custody through disposal
may be packaged together. (Five bottles of perfume taken in a retail theft from the same
store may be packaged together, but if each bottle was stolen from a different store they
should be packaged separately)
All property shall be submitted in the appropriate packaging container
o Flat items should be packaged in envelopes and bulkier items should be packaged
in boxes
o Large bulky items that do not lend themselves to packaging may be submitted
without packaging if contamination, degradation, or evidence alteration is not a
concern.
o Select the smallest suitable package for each item to protect the item from loss or
damage and allow for a proper seal.
Each box shall be sealed with heavy duty tape to prevent:
o Loss of evidence
o Cross-transfer of evidence or evidence samples
o Harmful change or degradation resulting from exposure to air or other conditions

Render each envelope tamper evident by using evidence tape making it impossible to
access the interior of the package without causing obvious damage to it
Handwrite initials and date across the tape and onto the surface of the package to identify
the person who created the seal and the dated it was sealed
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After each barcode label is printed, the submitting officer will sign the label and attach it
to the package. Labeling guidelines must be followed for proper storage and retrieval
All Bio-Hazard evidence shall have a Bio-Hazard sticker attached to the outside of
packaging prior to submission
Packaged items shall be secured in a locker, with the associated key dropped in the
designated secure area

General Labeling and Packaging Guidelines

Red Evidence tape is used ONLY for items that need lab testing
Blue Evidence tape is used for all other property/evidence
Preserving Minute Evidence
Small pieces of evidence, such as fingernail scrapings, hair, paint scrapings, etc., shall be placed
in a smaller envelope prior to being placed into the submitting envelope
Labels
All containers of property or evidence shall have a label attached. Attach labels to envelopes as
shown:
9x6 – Env A

Currency – Env E

9x12 – Env B
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White Lab – Env D
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Attach labels to boxes as shown:
24x24x18 – Box C

15x12x6 - Box G

15x11.5x2 – Box N
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12x7x5 – Box M

10x7x1.5 – Box L
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Long Gun – Box D

Handgun – Box E

Knife – Box F

10x10x10 – Box A
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Tubes – Box P
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6x4x4 – Box H

6x5x5 – Box K

Special Considerations
Firearms
• All firearms will be made safe by ensuring they are NOT LOADED prior to entering the
evidence packaging area
• Ammunition will be packaged separately from the weapon
• Weapons turned in for destruction WILL NOT be packaged in a gun box.
• The weapon will be entered into the Beast, the officer will indicate in the comments field
that the weapon is for destruction.

•
•

The label will be attached directly to the weapon
Imitation labels will be attached to the package when appropriate

Currency
• All currency shall be packaged and submitted in a currency envelope
• Currency shall be counted and verified by another officer or supervisor
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•
•
•
•
•
•
•

In the Beast, note in the Detail Desc the total amount
Click on the Amount tab and in the Paper column enter the total of paper currency in the
Not Defined box at the bottom. Do the same in the Coins column.
Click Calculate to get the grand total
Click OK
Re-open the Amount tab
Click Label and attach it to the back of the currency envelope (see example in the Labels
section)
The label must have the officer and the verifying officer/supervisor’s signature

Alcohol
• Open alcohol SHALL NOT be entered into evidence
• The officer shall photograph the open alcohol in its container
• A small amount of alcohol shall be poured into a plastic liquid container and secured
tightly.
• The empty container and the sample shall be packaged and entered into the Beast as one
item
• After photographing and securing a sample of alcohol from a keg or barrel of alcohol, the
keg or barrel shall be placed in bike pound with the evidence label attached
• The sample and keg shall be entered as separate items in the Beast
• In misdemeanor cases, the officer has the discretion to return the remaining alcohol to
the lawful owner or destroy after photos and a sample is secured
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Explosives and Flammable Items
• Suspected explosives, powders, liquids etc. shall NEVER be brought into the facility
• They should be rendered safe prior to submission to the Beast and stored in the
temporary flammable cabinet in the bike pound
• Arson debris evidence and clothing shall be packaged in paint cans to prevent evaporative
loss of flammable liquid evidence
Tool Marks
• Suspect tools shall be packaged so that the working surfaces or edges of the tool are
protected from impact or damage
Bulk Items
• If a vehicle is taken in a felony case, the vehicle shall be secured in the sallyport
• Items such as bicycles, tires and large car parts shall be entered into the Beast, labeled,
and then placed into the temporary bike pound
Photos, Video and Digital Media Submissions
• All evidentiary photos/images/videos regardless of having been generated by police,
victims, witnesses, etc., shall be:
o Written to a CD/DVD
o Identified with an adhesive disc label
o Marked as Original
o Submitted to the Beast
• If the case is a locally prosecuted DUI:
o Three copies of all disks shall be created
o Each identified with an adhesive label
o The copies shall be marked as Original, City Attorney and Defense
o Submit the Original copy to the Beast
o The remaining copies shall be given to Services for delivery to the city attorney’s
office
Laboratory Submissions
• All items for Lab submissions will be packaged in either a large white lab envelope or small
blue lab envelope and sealed with RED evidence tape
• DUI Kits will be entered into the Beast
• The label shall be attached to the DUI Kit as shown below
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•
•

•

If the case is for a DUI or DUI-Drugs, the kit shall be placed into the temporary refrigerator,
locked and the key placed in the supervisor’s lock box
If the case is from a DUI-Drug case that needs to be tested for THC levels, the type of test
should be indicated on the AFTL Billing Information sheet. The billing sheet and the kit
should be placed into the temporary refrigerator, locked and the key placed in the
supervisor’s lock box
The officer shall email the PCO when the kit is ready to be sent for testing

Controlled Substances and Cannabis
• Drugs and paraphernalia should be packaged separately
• Cannabis should only be submitted in a dry state.
o If the plants are found growing, the root system is to remain intact.
o The plant is to be removed from any dirt containers.
o Only the plants, not dirt shall be submitted into evidence.
o Plants may need to air dry in a temporary locker
• Syringes and needles are not accepted by the crime lab
• Liquid substances, such as found in a needle will not be accepted by the lab.
• Leak proof containers should always be utilized for submission
• LSD must be sealed in a plastic bag before being placed in an evidence envelope to ensure
the substance does not penetrate the envelope
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DNA Evidence
• Criminal Sexual Assault Kits:
o Shall be entered into the Beast
o Attach the Beast label to the SAK

•
•

o Initial across the package seal
o The Patient Consent Form must accompany the SAK
o Place the SAK & form in the temporary refrigerator
All DNA must have a Bio-Hazard sticker affixed to the item
A DNA form must be filled out and taken with the item to the lab for testing

Fingerprints
• All fingerprint submissions to the lab should be sent with elimination prints when possible
• Each set of latent and elimination prints must be packaged separately
• Suspect SID or FBI numbers should be included with the lab submissions when applicable

Appendix B
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POLICE SERVICES 8.2
8.2.1

PURPOSE

This department order establishes guidelines and procedure for the receipt and documentation
of complaints, calls for service, initiation and completion of reports, and the administrative
processing of all records/reports.
The Wheaton Police Department Services Division is guided by the mission, vision, and values of
our agency. The dedicated efforts of the services division is to provide the highest quality service
to the community, which is essential to the overall success of the police department. Often times,
the services division is the initial point of contact representing the agency and it is of paramount
importance to demonstrate the guiding principles of the Wheaton Police Department during
these interactions
8.2.2

POLICY

It is the policy of the Wheaton Police Department to administer and maintain a police records
system which efficiently, effectively, and accurately records reported complaints/calls and which
provides a functional database for the investigation of crimes, planning of selective enforcement
and preventive patrol, and information for decisions regarding department staffing levels and
other departmental resources.
It is the policy of the Wheaton Police Department that all reported complaints or requests for
police service are accurately documented. To this end, all complaints and/or reports will be
reviewed by a supervisor to ensure the appropriate report is completed, that it is accurate,
follows the proper format, and reflects a thorough and complete investigation of the reported
incident. In addition, all complaint reports will be reviewed / audited by selected police service
representatives to ensure all incidents and offenses reported to the Wheaton Police Department
are properly classified and coded.
8.2.3

FILE ACCESS AND SECURITY

All reports including, but not limited to, initial, supplemental, follow-up, evidence, and all reports
critical to a case shall be maintained in the DuPage County's Records Management System
accessible only to authorized personnel.
Wheaton Police Department employees shall not access, view, or distribute, or allow anyone else
to access, view or distribute any record, file or report, whether hard copy or electronic file format,
except in accordance with department policy and with a legitimate law enforcement or business
purpose or as otherwise permissible by law.
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8.2.4

COURT FILES

Unless as otherwise directed by a member of the Command Staff, the Services Division shall be
responsible for preparing files with all necessary documents for court appearances. In no case
should original documents be sent to court unless specifically required by subpoena. If a
subpoena is issued for an original document, a copy of the subpoena shall be placed in the
appropriate Records Unit file.
8.2.5

DEPARTMENTAL ASSISTANCE

With the approval of the on-duty supervisor, records personnel may assist other departmental
divisions with tasks related to duties and responsibilities beyond their typical assignment. These
functions include, but are not limited to, being a witness during the collection of photographic
evidence and the searching of arrestees during intake procedures
The booking area shall be monitored with undivided attention whenever an arrestee is
unsecured. This includes within the sally port, processing area, or being escorted to an interview
room from a cell. In addition to visual observations on the surveillance monitor, the audio will be
activated. In the event an officer needs assistance, appropriate action shall be taken. This
includes allowing access to the area for responding officers, making proper notifications to
DuComm, and alerting the on-duty supervisor of the incident.
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8.3.1

PURPOSE

This department order provides guidance on the maintenance and release of department records.
Protected information is separately covered in the Department Order entitled “Protected Information.”
8.3.2

POLICY

The Wheaton Police Department is committed to providing public access to records in a manner that is
consistent with the Freedom of Information Act (5 ILCS 140/1 et seq.).
8.3.3

CUSTODIAN OF RECORDS RESPONSIBILITIES

The Chief of Police shall designate a Custodian of Records and Freedom of Information Officer(s) who may
be, but are not required to be, the same person. The responsibilities of the Custodian of Records include
but are not limited to (5 ILCS 140/3.5; 5 ILCS 140/4; 5 ILCS 140/5; 5 ILCS 179/35):
a. Managing the records management system for the Department, including the retention,
archiving, release, and destruction of department public records.
b. Maintaining and updating the department records retention schedule, including:
1. Identifying the minimum length of time the Department must keep records.
2. Identifying the division responsible for the original record.
c. Establishing rules regarding the inspection and copying of department public records as
reasonably necessary for the protection of such records.
d. Identifying records or portions of records that are confidential under state or federal law
and not open for inspection or copying.
e. Establishing rules regarding the processing of subpoenas for the production of records.
f. Ensuring a current schedule of fees for public records as allowed by law is available.
1. No fees shall be charged for the first 50 pages of copies as per 5 ILCS 140/6(b).
2. Fees charged for copying public records shall be limited to the actual cost of
duplication or publication.
3. The cost of search, examination, review, and the redaction and separation of exempt
from non-exempt information will not be assessed.
g. Ensuring the prominent display at the department’s headquarters of information that
conveys the department’s mission, budget, office locations, number of employees, and
an organizational chart that depicts the department structure and the relationship of the
Department to City government. This information also needs to be available on the
Department or City website.
h. Ensuring information identifying the department’s Freedom of Information Officer, the
categories of available records and the process for requesting public records, including
the address for submitting requests, will also be displayed.
i. Working with the Freedom of Information Officer to develop a list of documents or
categories of records that the Department shall immediately disclose upon request.
j. Promptly remediating any deficiencies in the department’s Freedom of Information
Officer’s public records management activities.
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k. Expeditiously advising the Chief of Police of any denials of public records requests, issues
associated with the processing of records requests and requests that may involve
potentially sensitive or newsworthy matters.
l. Consulting with the Chief of Police in the event further information is needed regarding
the appropriate response to a records request.
m. Submitting monthly reports to the Illinois State Police (ISP) regarding arrest-related
deaths, firearm discharges by members, hate crimes, domestic crimes, index crimes, and
school incidents pursuant to the Uniform Crime Reporting Act (50 ILCS 709/5-12).
n. Submitting a quarterly report to the ISP that includes incident-based information on any
criminal homicide pursuant to 50 ILCS 709/5-15.
o. Establishing a procedure for an individual to access, review, and confirm the
expungement of civil law citations issued to him/her for violations of 720 ILCS 550/4(a) or
720 ILCS 600/3.5(c) (20 ILCS 2630/5.2).
p. Establishing procedures for the protection of Social Security information pursuant to the
Identity Protection Act and proper filing and posting of appropriate policy and procedures
(5 ILCS 179/35).
1. The procedures should include proper collection, handling, dissemination, and access
restrictions of information that contains Social Security numbers.
8.3.4

PROCESSING REQUESTS FOR PUBLIC RECORDS

Any department member who receives a request for any record shall route the request to the Freedom
of Information Officer or the authorized designee. All department records are presumed to be open to
inspection or copying (5 ILCS 140/1.2).
8.3.4.1

REQUESTS FOR RECORDS

The processing of requests for any record is subject to the following:
a. The Department is not required to create records that do not exist or maintain records
that it does not maintain (5 ILCS 140/1).
b. When a record contains material with release restrictions and material that is not subject
to release restrictions, the restricted material shall be redacted, and the unrestricted
material released (5 ILCS 140/7).
1. A copy of the redacted release should be maintained in the case file for proof of what
was actually released and as a place to document the reasons for the redactions. If
the record is audio or video, a copy of the redacted audio/video release should be
maintained in the department-approved media storage system and a notation should
be made in the case file to document the release and the reasons for the redacted
portions.
c. The Freedom of Information Officer shall:
1. Document the date the request was received.
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2. Compute the date that the time to respond expires and note the information on the
request.
3. Maintain an electronic or hard copy of the request.
4. Create a retention file for the request and promptly determine if the record is
available or subject to any exemption.
d. The Freedom of Information Officer shall ensure that requests are processed within five
business days after receipt, with up to an additional five days permitted for certain
exceptions. When seeking additional time, written notice shall be provided to the
requesting party (5 ILCS 140/3).
1. These time frames may be extended for recurrent requesters (5 ILCS 140/3.2).
2. Voluminous requests are to be addressed under 5 ILCS 140/3.6.
e. Requests for records to be used for commercial purposes shall be processed within 21
working days after receipt (5 ILCS 140/3.1).
f. If a record is requested in electronic format, the record shall be provided in electronic
format, if reasonably feasible. If not reasonably feasible, the record shall be furnished in
the format in which it is maintained. If furnishing an electronic copy, the Department may
charge for the actual cost of the recording medium (5 ILCS 140/6(a)).
8.3.4.2

DENIALS

The denial of a request for records is subject to the following:
a. Denial of a request by the Freedom of Information Officer shall be in writing and identify the
specific exemptions being claimed under 5 ILCS 140/9. Failure to respond in a timely manner to a
request under the Illinois Freedom of Information Act constitutes a denial (5 ILCS 140/3(d)).
Because the Department bears the burden of proof in a denial, the Freedom of Information Officer
shall consult with the Support Services Deputy Chief prior to issuing a denial.
b. A detailed factual basis for any claimed exemption, and the names and titles of each person
responsible for the denial, will be provided (5 ILCS 140/9). Each written denial shall also inform
the requesting party of the right to appeal to the Public Access Counselor of the Illinois Attorney
General (5 ILCS 140/9(a)).
c. The FOIO shall immediately inform his/her supervisor if contacted by the Public Access Counselor.
8.3.4.3

FEES

Fees shall be collected prior to the release of records. Fees may be waived by the Deputy Chief of Support
if it is determined by the supervisor that the issuance of the record is in the public interest (5 ILCS 140/6).
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8.3.4.4

PUBLIC ACCESS COUNSELOR

Any requestor who believes that a violation of the Illinois Freedom of Information Act has occurred may
file a request for review with the Public Access Counselor of the Illinois Attorney General (5 ILCS 140/9.5).
If the Public Access Counselor determines that an alleged violation is unfounded, no further action will be
taken (5 ILCS 140/9.5). In all other cases, the Public Access Counselor will, within seven working days of
receipt, forward a request to the Department accompanied by a specific list of documents for the
Department to furnish to the Public Access Counselor. The department’s Freedom of Information Officer
will furnish the requested records or documents within seven working days of receipt, will fully cooperate
with the Public Access Counselor and will advise the Support Services Deputy Chief of all such
communications (5 ILCS 140/9.5).
Any communication with the Department by the Public Access Counselor shall be promptly brought to
the attention of the Chief of Police.
8.3.5

RELEASE RESTRICTIONS

Examples of release restrictions include:
a. Personal identifying information, including an individual’s photograph, Social Security and
driver identification number, name, address, and telephone number, and medical or
disability information that is contained in any driver’s license record, motor vehicle record
or any department record, including traffic crash reports, are restricted except as
authorized by the Department, and only when such use or disclosure is permitted or
required by law to carry out a legitimate law enforcement purpose (18 USC § 2721; 18
USC § 2722).
b. Private information including but not limited to unique identifiers such as Social Security
numbers, driver’s license numbers, employee identification numbers, biometric
identifiers, personal financial information, passwords or access codes, medical records,
home or personal telephone numbers, home address, personal email addresses, or
personal license plates (5 ILCS 140/7(1)(b); 5 ILCS 140/2(c-5)).
c. Confidential information involving confidential informants, intelligence information,
information that would endanger the safety of any person involved, or information that
would endanger the successful completion of an investigation (5 ILCS 140/7; 5 ILCS
140/2.15(b)).
1. Analysis and conclusions of investigating officers (5 ILCS 140/7(1)(f)).
d. The identity of child victims of criminal sexual offenses (725 ILCS 190/3) and reports of elder abuse
and neglect (320 ILCS 20/8).
e. Records regarding juveniles under 18 years of age (705 ILCS 405/1-7; 705 ILCS 405/5-905).
f. Department records that would obstruct an ongoing investigation or pending administrative
enforcement proceeding (5 ILCS 140/7).
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g. Information contained in personnel and other public records that would constitute an
unwarranted invasion of personal privacy, in which the individual’s right to privacy outweighs any
legitimate interest in obtaining the information.
1. The disclosure of personal information that bears on the public duties of employees of this
department shall not be considered an invasion of personal privacy (5 ILCS 140/7(1)(c)).
2. The disclosure of employee performance evaluations is prohibited (820 ILCS 40/11).
h. Records that were created exclusively in anticipation of potential litigation, which would not be
subject to discovery or which may be subject to an attorney-client privilege involving this
department (5 ILCS 140/7(1)(m)). Any record relating to vulnerability assessments, security
measures and response policies or plans (5 ILCS 140/7(1)(v)).
i. Body-worn camera recordings as provided in the Law Enforcement Officer-Worn Body Camera
Act (5 ILCS 140/7.5).
j. Certain records requested by a person committed to the Department of Corrections or a county
jail (5 ILCS 140/7).
k. Information prohibited from disclosure under the Seizure and Forfeiture Reporting Act (5 ILCS
140/7.5).
8.3.6

ARREST RECORDS

Arrest report information that identifies an individual, any charges, time and location of arrest, name of
the investigating department, incarceration or bond information shall be furnished as soon as practicable
but in no event later than 72 hours after arrest (5 ILCS 140/2.15(a)). Information concerning an arrest
must be made available to the news media for inspection and copying absent specific exceptions. The
information shall be made available as soon as practicable but in no event later than 72 hours after arrest
(5 ILCS 160/4a; 50 ILCS 205/3b).
If the request is made by a criminal defendant or an authorized representative (including attorneys),then
the Illinois State’s Attorney, Village Attorney, Illinois Attorney General, local prosecutor, or the courts, as
applicable, should be promptly notified. Persons requesting conviction information should be directed to
the Illinois State Police.
8.3.6.1

REQUESTS TO RETRACT OR DELETE ARREST RECORDS

Requests from a Chief of Police, county Sheriff or State’s Attorney to delete or retract arrest records of
individuals mistakenly identified should be forwarded to the Custodian of Records for handling (5 ILCS
160/17; 50 ILCS 205/4).
8.3.7

SUBPOENAS AND DISCOVERY REQUESTS

Any member who receives a subpoena duces tecum or discovery request for records should promptly
contact a supervisor and the Custodian of Records for review and processing. While a subpoena duces
tecum may ultimately be subject to compliance, it is not an order from the court that will automatically
require the release of the requested information.
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Generally, discovery requests and subpoenas from criminal defendants and their authorized
representatives (including attorneys) should be referred to the States Attorney, City Attorney, or the
courts.
All questions regarding compliance with any subpoena duces tecum or discovery request should be
promptly referred to legal counsel for the Department so that a timely response can be prepared.
8.3.8

EXPUNGEMENT AND SEALING

Expungement and sealing orders received by the Department shall be reviewed for appropriate action by
the Custodian of Records or Freedom of Information Officer. The Custodian of Records or Freedom of
Information Officer shall expunge such records as ordered by the court. Records may include but are not
limited to a record of arrest, investigation, detention, or conviction (705 ILCS 405/1-3). Once expunged,
members shall respond to any inquiry as though the record did not exist (20 ILCS 2630/5.2).
8.3.8.1

ARREST RECORDS

When a request is made for arrest records of an individual whose records were retracted or deleted in
the case of mistaken identity in accordance with 5 ILCS 160/17 and 50 ILCS 205/4, members should
respond that no such records exist.
8.3.8.2

HUMAN RIGHTS ACT

All requests for arrest or criminal history record information that has been expunged, sealed, or
impounded and the use of those records is subject to the provisions of Section 2-103 of the Illinois Human
Rights Act (775 ILCS 5/203):
a. Official access- Most sealed records are subject to inspection and use by the court, law
enforcement agencies and the Illinois State's Attorneys or other prosecutors in carrying out the
duties of their offices. (20 ILCS2630/13).
b. Public access- Most sealed records are exempt from disclosure under the Illinois Freedom of
Information Act (20 ILCS 2630/13c and 5 ILCS 140/1).
c. Fictitious vital records- Establishing vital records to protect witnesses or law enforcement officials
with new identification shall not be disclosed (410 ILCS 535/15.1).
8.3.8.3

CIVIL LAW VIOLATIONS

On or before January 1 and July 1 of each year, the Custodian of Records or Freedom of Information Officer
shall expunge records of any person who committed civil law violations of 720 ILCS 550/4(a) (possession
of not more than 10 grams of cannabis) or 720 ILCS 600/3.5(c) (possession of related drug paraphernalia)
(20 ILCS 2630/5.2).
8.3.8.4

JUVENILE RECORDS

On or before January 1 of each year, the Custodian of Records or Freedom of Information Officer shall
expunge juvenile records as required by 705 ILCS 405/5-915. If the Chief of Police or the authorized
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designee certifies in writing that certain information is necessary for a pending investigation involving the
commission of a felony or with respect to an internal investigation of any law enforcement office, that
information and information identifying the juvenile may be retained as provided in 705 ILCS 405/5-915.
However, the remaining portion of any records not retained shall be expunged.
If juvenile records might be necessary for use in civil litigation against the department, the government
entity that created, maintained, or used the records is not required to expunge the records until two years
following the subject’s arrest (705 ILCS 405/5-915). However, these records shall be considered expunged
for all other purposes during this period and the offense that is the subject of the records shall be treated
as if it never occurred, as required under 705 ILCS 405/5-923.
In the event a civil lawsuit is filed against the department, the government entity that created, maintained,
or used the juvenile records may not expunge the records until two years after the conclusion of the
lawsuit, including any appeal (705 ILCS 405/5-915).
Body-worn camera recordings of juveniles shall not be subject to automatic expungement except as
otherwise provided in the Portable Audio/Video Recorders Policy. Within 60 days after receipt of a court
expungement order or date of automatic expungement, the Custodian of Records or the authorized
designee shall send a written notice of expungement to the subject of the expungement (705 ILCS 405/5915).
8.3.9

TRAINING

Prior to assuming the Freedom of Information Officer duties, but within 30 days after being so designated,
the Freedom of Information Officer will undergo and successfully complete the electronic training
curriculum as developed by the Public Access Counselor. The Freedom of Information Officer shall
thereafter be recertified on an annual basis (5 ILCS 140/3.5).
All members who have access to Social Security numbers, from the time of collection to the time of
destruction of the records, shall receive training on the protection of such information, pursuant to the
Identity Protection Act (5 ILCS 179/35).
8.3.10

SECURITY BREACHES

Members who become aware that any Wheaton Police Department system containing personal
information may have been breached should notify the Custodian of Records as soon as practicable.
The Custodian of Records shall (815 ILCS 530/10):
a. Ensure notice of any breach of the security of personal information is given to the appropriate
individuals/entities any time there is a reasonable belief that an unauthorized person has acquired
personal information, as defined in 815 ILCS 530/5, stored in any department information system.
b. Cooperate with the appropriate individuals/entities by providing the date or approximate date of
the breach and identifying any steps taken or that will be taken relating to the breach.
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8.4.1

PURPOSE

The purpose of this department order is to provide guidelines for the access, transmission, release, and
security of protected information by members of the Wheaton Police Department. This order addresses
the protected information that is used in the day-to-day operation of the Department and not the public
records information covered in the Records Maintenance and Release Policy.
8.4.1.1

DEFINITIONS

Protected information - Any information or data that is collected, stored, or accessed by members of the
Wheaton Police Department and is subject to any access or release restrictions imposed by law,
regulation, order or use agreement. This includes all information contained in federal, state, or local law
enforcement databases that is not accessible to the public.
8.4.2

POLICY

Members of the Wheaton Police Department will adhere to all applicable laws, orders, regulations, use
agreements and training related to the access, use, dissemination, and release of protected information.
8.4.3

RESPONSIBILITIES

The Chief of Police shall select a member of the Department to coordinate the use of protected
information. The responsibilities of this position include, but are not limited to (20 Ill. Adm. Code 1240.90):
a. Ensuring member compliance with this policy and with requirements applicable to protected
information, including requirements for the National Crime Information Center (NCIC) system,
National Law Enforcement Telecommunications System (NLETS), Illinois Secretary of State records
and the Illinois Law Enforcement Agencies Data Systems (LEADS).
b. Developing, disseminating, and maintaining procedures that adopt or comply with the U.S.
Department of Justice’s current Criminal Justice Information Services (CJIS) Security Policy.
c. Developing, disseminating, and maintaining any other procedures necessary to comply with any
other requirements for the access, use, dissemination, release, and security of protected
information.
d. Developing procedures to ensure training and certification requirements are met.
e. Resolving specific questions that arise regarding authorized recipients of protected information.
f. Ensuring security practices and procedures are in place to comply with requirements applicable
to protected information.
8.4.4

ACCESS TO PROTECTED INFORMATION

Protected information shall not be accessed in violation of any law, order, regulation, user agreement,
Wheaton Police Department policy or training. Only those members who have completed applicable
training and met any applicable requirements, such as a background check, may access protected
information, and only when the member has a legitimate work-related reason for such access (20 Ill. Adm.
Code 1240.50).
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Unauthorized access, including access for other than a legitimate work-related purpose, is prohibited and
may subject a member to administrative action pursuant to the Personnel Complaints Policy and/or
criminal prosecution (20 ILCS 2630/7; 20 Ill. Adm. Code 1240.50).
8.4.4.1

PENALTIES FOR NON-COMPLIANCE OR MISUSE OF RECORDS

The Department of State Police may suspend all or any portion of LEADS service without prior notification
as the result of an agency's non-compliance with laws, rules, regulations, or procedures. The Director of
State Police may suspend all or part of LEADS service for agency for violations of LEADS laws, rules
regulations, or procedures (20 Ill. Adm. Code 1240.110). It is a Class A misdemeanor to furnish, buy,
receive, or possess LEADS information without authorization by a court, statute, or case law (20 ILCS
2630/7).
8.4.5

RELEASE OR DISSEMINATION OF PROTECTED INFORMATION

Protected information may be released only to authorized recipients who have both a right to know and
a need to know (20 Ill. Adm. Code 1240.50; 20 Ill. Adm. Code 1240.80). A member who is asked to release
protected information that should not be released should refer the requesting person to a supervisor or
to the Records Supervisor for information regarding a formal request.
Unless otherwise ordered or when an investigation would be jeopardized, protected information
maintained by the Department may generally be shared with authorized persons from other law
enforcement agencies who are assisting in the investigation or conducting a related investigation. Any
such information should be released through the Records Unit to ensure proper documentation of the
release (see the Records Maintenance and Release Order).
Protected information, such as Criminal Justice Information (CJI), which includes Criminal History Record
Information (CHRI), should generally not be transmitted by radio, cellular telephone or any other type of
wireless transmission to members in the field or in vehicles through any computer or electronic device,
except in cases where there is an immediate need for the information to further an investigation or where
circumstances reasonably indicate that the immediate safety of officers, other department members or
the public is at risk.
Nothing in this policy is intended to prohibit broadcasting warrant information.
8.4.6

SECURITY OF PROTECTED INFORMATION

The Chief of Police will select a member of the Department to oversee the security of protected
information. The responsibilities of this position include, but are not limited to:
a. Developing and maintaining security practices, procedures, and training.
b. Ensuring federal and state compliance with the CJIS Security Policy and the requirements of any
state or local criminal history records systems (20 Ill. Adm. Code 1240.50).
c. Establishing procedures to provide for the preparation, prevention, detection, analysis, and
containment of security incidents including computer attacks.
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d. Tracking, documenting, and reporting all breach of security incidents to the Chief of Police and
appropriate authorities.
8.4.6.1

MEMBER RESPONSIBILITIES

Members accessing or receiving protected information shall ensure the information is not accessed or
received by persons who are not authorized to access or receive it (20 Ill. Adm. Code 1240.80). This
includes leaving protected information, such as documents or computer databases, accessible to others
when it is reasonably foreseeable that unauthorized access may occur (e.g., on an unattended table or
desk; in or on an unattended vehicle; in an unlocked desk drawer or file cabinet; on an unattended
computer terminal) (20 Ill. Adm. Code 1240.50).
8.4.6.2

MAINTENANCE AND TECHNICAL SERVICES

The personnel security requirement for a LEADS agency requires conformance with 20 Ill. Adm. Code
1240.50. Generally, no person may provide maintenance or technical services at or near LEADS equipment
unless they are of good character and have not been convicted of a felony or a crime involving moral
turpitude under the laws of this or any other jurisdiction. Any person may have his/her authority to
provide maintenance or technical services at or near LEADS equipment denied if he/she is charged with a
felony or a crime involving moral turpitude under the laws of this or any other jurisdiction (20 Ill. Adm.
Code 1240.50(3)).
8.4.6.3

PROTECTION OF LEADS DATA

LEADS data shall not be included on the violator’s copy of any citation that is not delivered by hand to the
violator. This specifically includes citation copies left on an unattended vehicle, a building, or any other
place where the violator is not present to receive the citation. LEADS data will continue to be included on
other copies of the citation that are kept by the employee and/or the Department (18 USC § 2721 through
18 USC § 2725).
8.4.7

TRAINING

All members authorized to access or release protected information shall complete a training program that
complies with any protected information system requirements and identifies authorized access and use
of protected information, as well as its proper handling and dissemination.
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8.5.1

PURPOSE

The purpose of this department order is to establish the procedures for the retention,
recording, and transfer of all currency received by the Wheaton Police Department.
8.5.2

DEFINITIONS

Safes: Safe I - Is the larger of the two safes located in the Services Unit. Safe I is located
underneath the working counter that runs parallel to the large Services copy machine. Safe I is
marked as “Safe I”.
Safe II - Is the cash only safe physically located inside of Safe I. The cash only safe is marked as
“Safe II Cash Only”.
Petty Cash Boxes: Petty Cash Box A - Is located inside of the cabinet drawer at the front
counter adjacent to the booking monitors and is marked as “Petty Cash Box A”.
Petty Cash Box B - Is maintained inside of the drawer at the front desk under the public access
computer and public telephone and is marked “Petty Cash Box B”.
Petty Cash Box C – Is located inside the Police Services Supervisor Office and is marked as “Petty
Cash Box C”.
Petty Cash Procedure: Any withdrawal from Petty Cash will be conducted by a PSR or the onduty supervisor. The associated receipt, if available, will be stored within the cash drawer and
serve to account for the balance of Petty Cash. The Petty Cash Reimbursement Request Form
(Appendix C) will be completed by the PSR and submitted to the PSS.
Services Unit Key Lock Box: The Services Unit key lock box is located inside the eastern most
drawers of the Services Unit working counter that runs parallel to the large copy machine and is
marked “Services Unit Key Lock Box”.
8.5.3

POLICY

The following priorities delineate the policy objectives in the handling of all cash by department
personnel.
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1. The processing, retention, recording and transfers of cash receipts will include
two department personnel inspecting and accounting for the currency at each
stage of the process.
2. Cash will be received by Services Unit members and will be locked in the locked
services Safe II with the exception of the petty cash boxes that are stored in the
services unit petty cash boxes at all times. In the absence of a member of the
Services Unit, the on-duty supervisor will receive and secure any cash received.
3. Safe I and Safe II shall remain locked at all times.
4. Each time that Safe I is opened it shall be logged on the services safe-log.
5. The services unit key for Safe I shall be locked at all times in the Services Unit Key
lock box.
6. The services unit key lock box shall be locked at all times.
7. The Deputy Chief of Police and Police Services Supervisor (PSS) will have sole
custody of and retain keys to Safe II.
8. The PSS will be responsible for any and all transfers of cash from Safe II.
9. In the PSS’s absence, the Investigations Division Lieutenant or his designee shall
perform all cash transfers and procedures.
10. Cash will be transferred to the bank and city hall only as specified in this bulletin.
11. The assigned PSR is not to engage in any other activities until cash has been
deposited in Safe II.
12. Any issues, discrepancies, problems, or questions about the receipt, processing,
storage, or transfer of currency (cash) received by any member of the police
department shall be brought to the immediate attention of the Police Services
Supervisor.
13. Any employee assigned to services shall manage cash according to the PSR
procedures delineated in this bulletin.
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8.5.4

PROCEDURES

8.5.4.1

Receipt of Cash

Cash is received in all divisions for a variety of purposes: bond; bond administrative fees;
and/or, the payment of fees or fines. All cash obtained from seizure, forfeiture, evidence, or
found property, shall be processed as evidence according to the evidence and property control
bulletin. The Investigations Division Lieutenant and Investigative Division Sergeant are
authorized to maintain cash in the form of Official Advanced Funds (OAF), in a locked safe for
narcotics unit transactions. A ledger shall be maintained to account for all activity to the
balance of the OAF Account.
a. Bond
1. The PSR, or Supervisor, accepting cash bond will affix the cash to the citation or
bond sheet and initial the citation or bond sheet. A supervisor will inspect and
initial the bond sheet or citation to confirm that the amount received matches
the amount indicated on the attached document. In the event a Supervisor is
accepting cash bond, the arresting officer will confirm the accuracy of the
amount received and initial the bond sheet or citation.
2. The PSR, or Supervisor, will make a copy of the signed bail bond form or citation
for the officer’s report and immediately place all of the original documents
including the cash, bond sheet, complaints, warrants, and any additional
documents inside Safe II for submission on the appropriate transmittal. Tickets
and bond sheets that have accompanying cash bond will not be left unattended
at any time.
3. In addition to all other fees, a $75 bond fee will be posted for all failure to appear
(FTA) warrants (725 ILCS 5/110-7(i)). The special FTA bail bond form must be used
(Appendix A). The PSR is to initial by item #1 that the $75 bond fee was received
and on line 3A or 3B next to the bond amount that the correct bond amount was
received. A supervisor shall initial that the two cash amounts indicated are
correct.
b. City of Wheaton Administrative Bond Fee
1. A $30.00 administrative bond fee will be posted for all warrant arrests (including
FTA warrants) and bookable arrests that require fingerprinting and photo
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capture. The bond fee will be recorded on the City of Wheaton cash receipt. The
arresting officer or PSR will complete the cash receipt. A supervisor and the PSR
will inspect and initial the cash receipt on the “received by” line.
a. The PSR will make a copy of the white copy of the cash receipt for the police
report.
b. The white receipt, with the cash attached will be placed into Safe II for
processing.
c. The person posting the bond fee will receive the yellow copy of the receipt.
d. The pink copy of the receipt will be retained in services.
e. Daily Cash Receipts
1. When cash is received for other services, a cash receipt will be prepared, and the
amount of cash shall be inspected and confirmed by the receiving employee and a
supervisor (Appendix B). Cash will be attached to the white copy of the receipt.
a. Both the PSR and the supervisor will inspect and initial the amount of cash
received.
b. The PSR, or Supervisor, will immediately transfer the white copy of the receipt
and the cash into Safe II.
8.5.4.2

Storage of Cash

All monies received for bond, bond fees, or fees and fines, shall be stored with the appropriate
receipt inside of the locked Safe II.
8.5.4.3

Transmittal Preparation and Transfer of Cash
1. The 0700-1500 shift PSR will retrieve all non-cash items out of Safe I and prepare the
non-cash court transmittal according to the transmittal procedures. The PSR will
also prepare a deposit slip for the deposit of any checks received.
2. The PSS will open Safe II to retrieve all cash transactions for transfer of
cash and receipts.
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3. The 0700 – 1500 shift PSR will create the cash only transmittal and deposit slip
accordingly.
a. The deposit slip shall contain a white, pink, and yellow copy.
b. Enter the date and transmittal number on the deposit slip.
c. The white copy shall indicate the total amount of cash listed.
d. On the yellow and pink copies, the total amount of cash is to be listed in the
currency box and each item is to be listed separately. When recording a ticket,
the full citation number, including the WH, shall be listed, for example the ticket
number would be listed WH123456 (refer to Appendix “B”).
e. When recording a bail bond sheet, the last name and first initial shall be listed.
f. The total amount and total items shall be listed on all copies.
g. The white and yellow copies of the deposit slip and cash are to be placed into
the blue bank only cash envelope.
h. The PSR preparer of the cash only transmittal shall attach a cash bond custody
sheet to the cash envelope and complete the transaction data.
8.5.4.4

Transfer of Cash Bond
1. The PSR will return the transmittal and blue bank only envelope to the PSS.
2. Both the PSS and PSR will confirm and initial that the cash listed is correct.
3. The PSS will transfer the blue bank envelope with the cash deposit to the on-duty
Community Service Officer (CSO).
4. Both the PSS and CSO will confirm and initial that the cash listed is correct.
5. The CSO will notify dispatch that they are on an errand ticket, unavailable. The CSO
will proceed directly to the bank.
6. The CSO will wait at the bank for the receipt of deposit from the teller.
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7. The CSO will immediately return to the station and report directly in-person to the
PSS. The receipt shall never be left unattended.
8. The CSO will provide the PSS with the bank deposit receipt.
9. The PSS will retain the deposit receipt and chain of custody form.
10. The CSO will be given the transmittal and yellow copy of the deposit slip for delivery
to the Circuit Clerk’s Office.
8.5.5.5

Transfer of Daily Cash Receipts
1. The daily cash receipts will be retrieved from Safe II by the PSS.
2. The PSS will total the cash for all cash receipts and indicate the total on the red cash
receipt envelope.
3. Both the PSS and CSO will confirm and initial that the cash listed is correct.
4. The PSS will transfer the envelope with the cash receipts to the CSO.
5. The CSO will notify dispatch they are in route to city hall and will not be available for
any call for service assignments.
6. The CSO will wait for the City Hall Finance Department employee to initial that they
have received the funds.
7. The CSO will return immediately to the police station and provide the red cash
receipt envelope in-person to the PSS.

8.5.5.6

Meter Money

The Parking Enforcement Officer (PEO) or CSO who collects parking meter money shall take all
collected money to the bank for deposit on the same day the money is collected. Meter money
shall be collected at a time of day to allow for immediate deposit of meter money into the
bank. The PEO or CSO who deposits the meter money at the bank shall return a deposit receipt
to the City Finance Department following each deposit.
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9.1.1

PURPOSE

This order establishes policy and procedures for the safe, efficient, and effective operation of the
Wheaton Police Detention Center. All prisoners will be safely and humanely treated while in
custody of the Wheaton Police Department.
9.1.2

DEFINITIONS

Juvenile arrestee: Any minor who prior to his or her 18th birthday has violated or attempted to
violate, regardless of where the act occurred, any federal or State law, county, or municipal
ordinance. A juvenile aged 10-17 may be detained with the Detention Center. Reference the
“Juvenile Interactions” Department Order for additional information pertaining to arrest and
confinement of juveniles.
Search: Means a search conducted by touch and other observations in which a person does not
have to remove his/her clothing within the scope of a Strip Search. This does not preclude
officers from removing outer layers of clothing during a search. For complete details on searches,
see the department order entitled “Custodial Searches.”
9.1.3

PROCEDURES

9.1.3.1

Prisoner Entry, Search, and Property Control

Arrestees shall normally enter the detention center through the sally port. Except in the case of
an emergency, no firearms shall be taken in the detention center
1. Prior to entering the Detention Center, officers shall secure their weapons in the
lockers provided (Reference “Detention Center Management and Security”
Department Order for further).
Prior to entry into the Detention Center, each prisoner shall be thoroughly searched. This search
is in addition to the original search in the field. Prisoners shall be searched for contraband or
other articles with which they might injure themselves or others or damage the facility or
Department property.
1. Reasonable accommodations will be made for the intake search of an arrestee to be
conducted by an employee of the same gender as the arrestee. Generally, intake
searches will be conducted with a minimum of 2 officers/supervisors present.
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2. If a same gender employee is not available, the shift supervisor shall be present during
the intake search of an arrestee. The search shall be conducted in view of the
department’s video surveillance system and a copy of the search will be placed in
evidence.
3. The arresting officer will remove all non-clothing personal property from each
arrestee, especially those articles determined to be potentially dangerous to the
arrestee or employees (i.e., belt, tie, jewelry, shoes, laces, smoking materials, etc.).
4. An arrestee is allowed to maintain one layer of clothing above their undergarments
while in the Detention Center.
Upon entrance into the Detention Center, arrestees will generally be placed into a cell (cell’s 510). If an arrestee will be in the Detention Center for less than one hour, or with the approval of
a supervisor, the arrestee may remain secured to a Detention Cell bench in lieu of being secured
in a cell.
1. Generally, cells 5-10, as well as investigative interview rooms 1-4, will be utilized to
hold one arrestee per cell/room.
An itemized inventory of property taken from the arrestee will be made on the Prisoner Property
Record. The arresting officer is responsible for this.
1. An Arrestees’ currency will be counted and placed in a transparent plastic bag along
with any jewelry. A second officer will verify the currency amount and witness the
sealing of the bag. This will ideally occur in a recorded area of the Detention Center.
2. All Arrestees’ will be requested to sign the Prisoner Property Record to verify its
accuracy. If the arrestee refuses to sign it, a supervisor shall be notified, and the
arrestee’s refusal will be noted on the Prisoner Property Record.
3. Items that may be retained by an arrestee being admitted to the Detention Center
include:
a. A copy of the charges placed against them, Warning to Motorist, Sworn Report,
etc.
b. Eyeglasses and/or hearing aid.
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4. Arrestee property will be secured in a Prisoner Property Locker located in the Sally
port (lockers # 1- 6), except for weapons, evidence, and confiscated property. The
arresting officer will document what Prisoner Property Locker the arrestee’s property
is temporarily secured in via the Prisoner Property Log.
a. Prisoner Property Lockers will be kept secured.
b. The lockers are numbered and shall only contain one arrestee’s property when
being used.
5. Arrestee property will be returned to the arrestee upon their release from custody. If
everything is in order, the arrestee should sign for the property returned. If the
arrestee refuses to sign, a supervisor shall be notified, and the arrestee’s refusal will
be noted on the Prisoner Property Record.
6. A supervisor shall be notified of any shortages or discrepancies concerning property
at the time of occurrence.
7. If the arrestee is released to an officer from another agency or is transferred to
another facility, the arrestee’s property should be inventoried and signed for by the
officer accepting custody of the arrestee. A copy of the completed Prisoner Property
Record will be provided to the officer of the receiving agency or other facility.
9.1.3.2

Intake Information

An Arrest Report and a Jail Record Report shall be initiated for every arrestee upon admission
into the Detention Center. The arresting officer is responsible for ensuring the following reports
are completed:
1. Arrest information for the arrestee regarding the charges, on an Arrest Report.
2. Prisoner Property Record.
3. Jail Record Report.
Pursuant to Illinois Statute 725 ILCS 5/109-1.1
a. Whenever an officer arrests a person, the officer shall question the arrestee as to
whether he/she has any children under the age of 18 living with them who may
be neglected as a result of the arrest or otherwise.
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b. The officer shall assist the arrestee in the placement of the child with a relative or
other person designated by the arrestee.
c. If the officer has reasonable cause to believe the child may be a neglected child,
as defined in the Neglected Children Offense Act, Illinois Compiled Statutes 720
ILCS 130/1, it shall be reported immediately to the Department of Children and
Family Services.
Foreign Nationals, Consular Notifications, and Access
a. When foreign nationals are arrested, they must be advised of the right to have
their consular officials notified.
b. In some cases, the nearest consular officials must be notified of the arrest of a
foreign national, regardless of the national’s wishes.
c. The notification process must be conducted as soon as a determination has been
made that the individual is a foreign national.
9.1.3.3

Gender/Age Separation

Juvenile Detention
a. Three separate detention blocks exist to provide juvenile arrestees with detention
rooms that are isolated from adult arrestees. The juvenile detention block
consists of cells 5 and 6. In lieu of utilizing the Detention Center, Investigative
Interview Rooms # 1, 2, 3, and 4 may be used to securely detain juvenile arrestees.
b. Pursuant to Illinois Compiled Statutes 705 ILCS 405/5-410(2)(c)(v), Juvenile Court
Act, any juvenile arrestee will be detained as follows:
1. Juvenile arrestees ages 10-17 can be held in detention rooms designated for
juveniles.
2. Juveniles under age 10 will not be held in our brought into the Detention
Center.
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3. Juveniles held in a detention room must be visually observed and checked
every 15 minutes, and the time and arrestee’s condition noted on the Jail
Record Report.
4. Juveniles shall not be detained in the Detention Center any longer than
permitted by the Juvenile Court Act. Reference the “Juvenile Interactions”
Department Order for further.
c. Pursuant to the Illinois Municipal Jail and Lock-Up Standards, Section 720.150:
1. During the booking process of a juvenile, while being supervised by a police
officer or detention officer, the sight and sound separation provisions of the
Juvenile Court Act shall not apply.
2. Any evidence of child abuse shall be reported to the Illinois Department of
Children and Family Services
Adult Male/Female Detention
a. Separate detention blocks exist to provide adult female arrestees with detention
rooms that are isolated from adult male arrestees and juvenile arrestees. The
adult female detention block consists of cells 7 and 8. The adult male detention
block consists of cells 9 and 10.
b. Adult male and adult female arrestees will be kept separated from each other by
sight and sound unless directly supervised by a police officer.
Transgender Arrestees
a. When placed into a cell, transgender arrestees shall be placed in the detention
block corresponding to his or her gender expression.
1. A transgender person with a feminine gender identity shall be placed in the
female detention block area (cells 7 and 8).
2. A transgender person with a masculine gender identity shall be placed into the
male detention block area (cells 9 and 10).
9.1.3.4

High Risk Arrestees/Suicide Prevention/ Crisis Intervention
a. An arrestee exhibiting any symptoms of the following categories will be classified
as a high-risk arrestee
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1. Extremely intoxicated
2. Drug-addicted or under the influence of drugs
3. Violent
4. Self-destructive
5. Suicidal
b. A supervisor will be notified immediately when an arrestee is determined to be a
“high-risk” arrestee.
c. No arrestee who has a Blood Alcohol Concentration of .300 or higher shall be
confined in the Detention Center until after the arrestee has been examined and
cleared for incarceration by a physician.
1. An arrestee who cannot or will not submit to Blood Alcohol Concentration
testing, but exhibits repeated vomiting, uncontrolled urination or defecation,
an inability to stand or walk without assistance, or falls in and out of
consciousness, shall be reported to a supervisor immediately. The supervisor
will then arrange for an appropriate medical evaluation and/or transport to
the hospital for the arrestee.
d. Arrestees who have a known history of significant mental disorder or mental
defect, or who show symptoms of mental disorder or defect, shall be transferred
as soon as possible.
1. If the arrestee is a threat to him/herself or others, the arrestee will not be
bonded and released, but will be transferred to an appropriate facility (County
Jail, medical or psychiatric facility).
2. If the arrestee is not a threat to him/herself or others, he/she may be released
on bond rather than transferred.
e. Extreme caution will be utilized in handling high-risk arrestees. These arrestees
will be segregated from other arrestees. Precautions should be taken to ensure
that the potential for the arrestee to injure themselves or others is minimized.
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1. A minimum of two officers shall be assigned to complete all
processing/booking/release procedures when dealing with a high-risk
arrestee.
f. The on-duty supervisor shall determine whether arrangements should be made to
transfer a high-risk arrestee to a medical facility for examination or to another
appropriate holding facility for housing and/or treatment. For suicidal arrestees,
the on-duty supervisor shall make the decision to transport to another detention
facility for detention on charges or to a medical/psychiatric facility for evaluation
and possible involuntary commitment.
g. High-risk arrestees shall be subject to in person visual checks every 15 minutes or
be kept under constant supervision.
h. The use of physical restraints to restrain an arrestee in a cell must be documented
and comply with Illinois Municipal Jail and Lock-up Standards 720.60.b. Reference
“Detention Center Management and Security” Department Order for further.
i.

Emergency Restraint Chair’
1. Reference “Detention Center Management and Security” Department Order
for utilization of the Emergency Restraint Chair.

j.

Suicide Attempts
1. Employees discovering a suicide attempt shall render whatever aid is
necessary and they are qualified to render.
2. Employees shall immediately notify and summon the necessary medical aid
and police assistance.
3. The on-duty supervisor shall be promptly notified. Upon notification, the onduty supervisor shall report to the Detention Center.
4. The paramedics shall examine, evaluate, and treat the arrestee and transport
the arrestee to the hospital. A sworn officer shall accompany the arrestee to
provide the necessary security.
5. A supplemental report and an IDOC Report of Extraordinary or Unusual
Occurrence will be added to the case report setting forth all pertinent facts.
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6. Superficial scratches and other very minor injuries made by an arrestee to
him/herself in a “token” attempt are not considered suicide attempts for the
purpose of this section. Nonetheless, the on-duty supervisor shall be notified,
and necessary medical treatment procured.
9.1.3.5

Receiving Arrestees from Outside Agencies

The on-duty supervisor shall decide if an arrestee will be accepted from an outside law
enforcement agency. The on-duty supervisor shall consider the following factors:
1. Available Detention Center space
2. Condition of arrestee
a. Psychological
b. Physical (sick or injured arrestees will not be accepted).
c. Characteristics creating special problems.
If the Detention Center is used by an outside law enforcement agency to house or process an
arrestee, a Wheaton Police Department employee shall be assigned as a booking officer to assist
the visiting law enforcement officer(s). This employee shall be responsible for ensuring Wheaton
Police Department policies and procedures are complied with by the users of the Detention
Center. The employee will be responsible for generating an “Assist Other Agency” report, in
which the names and identifiers of each arrestee will be documented.
9.1.3.6

Mass Arrests

In the event of a mass arrest situation, the on-duty supervisor may declare a tactical alert and
follow the tactical alert/mobilization protocols as delineated in the “Tactical Alert Mobilization”
Department Order.
If a group or mass arrest exceeds the maximum capacity of the Detention Center, the on-duty
supervisor may request neighboring police departments or the county jail to temporarily accept
access arrestees.
9.1.3.7

Status Offenders

No minor (under 21) accused of any act under federal or state law or municipal ordinance that
would not be illegal if committed by an adult shall be brought into the Detention Center (705 ILCS
405/1-4.1) except Zero Tolerance arrestees brought in for breath alcohol testing. Reference
“Juvenile Interactions” Department Order for further.
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9.1.3.8

Bond

For bond procedures pertaining to arrestees, reference the “Bail Schedule and Bond Procedures”
Department Order.
9.1.3.9

Positive Identification of Arrestees

Prior to releasing an arrestee from custody, the releasing employee must positively identify the
arrestee as the one authorized to be released.
9.1.3.10

Release

An arrestee’s property will be returned to the arrestee upon their release from custody. If
everything is in order, the arrestee should sign for the property returned on the Prisoner Property
Record. If the arrestee refuses to sign, a supervisor shall be notified, and the arrestee’s refusal
will be noted on the Prisoner Property Record.
a. Arrestees released from the Detention Center will generally exit via the sally port and
the west driveway gate.
1. With supervisory approval, an arrestee may be escorted through the corridor
adjacent to the Training Room to the front lobby to depart or await transportation.
b. If detained in a cell, upon the arrestee’s removal from the Detention Center and prior
to release or transfer, the releasing officer shall inspect the cell for any concealed
property, damage, or defacement. If any property, damage, or defacement is located,
an on-duty supervisor shall be immediately notified.
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9.2.1

PURPOSE

This department order provides guidance regarding searches of individuals in custody. Such
searches are necessary to eliminate the introduction of contraband, intoxicants, or weapons
into the Wheaton Police Department facility. Such items can pose a serious risk to the safety
and security of department members, individuals in custody, contractors, and the public.
Nothing in this policy is intended to prohibit the otherwise lawful collection of evidence from an
individual in custody.
9.2.1.1

DEFINITIONS

Custody search - search of an individual and of his/her property, shoes, and clothing, including
pockets, cuffs, and folds on the clothing, to remove all weapons, dangerous items, and
contraband.
Physical body cavity search - includes a visual inspection and may include a physical intrusion
into a body cavity. Body cavity means the stomach or rectal cavity of an individual, and the
vagina of a female person.
Strip search - an individual to remove or rearrange some or all of his/her clothing to permit a
visual inspection of the underclothing, breasts, buttocks, anus or outer genitalia. This includes
monitoring an individual who is changing clothes, where his/her underclothing, buttocks,
genitalia, or female breasts are visible.
9.2.2

POLICY

All searches shall be conducted with concern for safety, dignity, courtesy, respect for privacy
and hygiene, and in compliance with policy and law to protect the rights of those who are
subject to any search.
Searches shall not be used for intimidation, harassment, punishment, or retaliation.
9.2.3

FIELD AND TRANSPORTATION SEARCHES

An officer should conduct a custody search of an individual immediately after his/her arrest,
when receiving an individual from the custody of another, and before transporting a person
who is in custody in any department vehicle.
Whenever practicable, a custody search should be conducted by an officer of the same sex as
the person being searched. If an officer of the same sex is not reasonably available, a witnessing
officer should be present during the search.
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If reasonably feasible, field and transportation searches should be captured on a video
recording device.
9.2.4

SEARCHES AT POLICE FACILITIES

Custody searches shall be conducted on all individuals in custody, upon entry to the Wheaton
Police Department facilities. Except in exigent circumstances, the search should be conducted
by a member of the same sex as the individual being searched. If a member of the same sex is
not available, a witnessing member must be present during the search. Custody searches
should also be conducted any time an individual in custody enters or re-enters a secure area, or
any time it is reasonably believed that a search is necessary to maintain the
safety and security of the facility.
9.2.4.1

PROPERTY

Members shall take reasonable care in handling the property of an individual in custody to
avoid discrepancies or losses. Property retained for safekeeping shall be kept in a secure locker
until the individual is released or transferred. Some property may not be accepted by a facility
or agency that is taking custody of an individual from this department, such as weapons or large
items. These items should be retained for safekeeping in accordance with the Evidence
Department Order.
All property shall be inventoried by objective description (this does not include an estimated
value). The individual from whom it was taken shall be required to sign the completed Property
form. If the individual's signature cannot be obtained, the inventory shall be witnessed by
another department member and captured on video. The inventory should include the case
number, date, time, member's Wheaton Police Department badge number and information
regarding how and when the property may be released.
9.2.4.2

VERIFICATION OF MONEY

All money shall be counted in front of the individual from whom it was received. When
possible, the individual shall initial the dollar amount on the property form. Should any money
be withdrawn or added, the member making such change shall enter the amount below the
original entry and initial it.
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9.2.5 STRIP SEARCHES
No individual in temporary custody at the Wheaton Police Department shall be
subjected to a strip search unless there is reasonable suspicion based upon specific and
articulable facts to believe the individual has a health condition requiring immediate medical
attention or is concealing a weapon or contraband. Factors to be considered in determining
reasonable suspicion include, but are not limited to:
a. The detection of an object during a custody search that may be a weapon or
contraband and cannot be safely retrieved without a strip search.
b. Circumstances of a current arrest that specifically indicate the individual may be
concealing a weapon or contraband.
1. A felony arrest charge or being under the influence of a controlled substance
should not suffice as reasonable suspicion absent other facts.
c. Custody history (e.g., past possession of contraband while in custody, assaults on
department members, escape attempts).
d. The individual’s actions or demeanor.
e. Criminal history (i.e., level of experience in a custody setting). Inmates who have
not been arraigned and remanded by the court to the custody of this
department and are being held for a traffic, regulatory or misdemeanor offense
that does not involve weapons or a controlled substance, shall only be subject to
a modified strip or strip search for weapons or controlled substances (725 ILCS
5/103-1).
No transgender or intersex individual shall be searched or examined for the sole purpose of
determining the individual’s genital status. If the individual’s genital status is unknown, it may
be determined during conversations with the person, by reviewing medical records, or as a
result of a broader medical examination conducted in private by a medical practitioner (28 CFR
115.115).
9.2.5.1

STRIP SEARCH PROCEDURES

Strip searches at the Wheaton Police Department shall be conducted as follows (28 CFR
115.115; 725 ILCS 5/103-1):
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a. Written authorization from the Shift Supervisor shall be obtained prior to the
strip search.
b. All members involved with the strip search shall be of the same sex as the
individual being searched.
c. All strip searches shall be conducted in a professional manner under sanitary
conditions and in a secure area of privacy so that it cannot be observed by those
not participating in the search. The search shall not be reproduced through a
visual or sound recording.
d. Whenever possible, a second member of the same sex should also be present
during the search, for security and as a witness to the finding of evidence.
e. Members conducting a strip search shall not touch the breasts, buttocks or
genitalia of the individual being searched.
f. The primary member conducting the search shall prepare a written report to
include:
1. The facts that led to the decision to perform a strip search.
2. The reasons less intrusive methods of searching were not used or were
insufficient.
3. The written authorization for the search, obtained from the Shift Supervisor.
4. The name of the individual who was searched.
5. The name and sex of the members who conducted the search.
6. The name, sex and role of any person present during the search.
7. The time and date of the search.
8. The place at which the search was conducted.
9. A list of the items, if any, that were recovered.
10. The facts upon which the member based his/her belief that the individual
was concealing a weapon or contraband.
g. No member should view an individual's private underclothing, buttocks, genitalia
or female breasts while that individual is showering, performing bodily functions,
or changing clothes, unless he/she otherwise qualifies for a strip search.
However, if serious hygiene or health issues make it reasonably necessary to
assist the individual with a shower or a change of clothes, a supervisor should be
contacted to ensure reasonable steps are taken to obtain the individual's
consent and/or otherwise protect his/her privacy and dignity.
h. A copy of the strip search report shall be provided to the individual subject to
the search.
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9.2.5.2

SPECIAL CIRCUMSTANCE FIELD STRIP SEARCHES

A strip search may be conducted in the field only with Shift Supervisor authorization and only in
exceptional circumstances, such as when:
a. There is probable cause to believe that the individual is concealing a weapon or
other dangerous item that cannot be recovered by a more limited search.
b. There is probable cause to believe that the individual is concealing controlled
substances or evidence that cannot be recovered by a more limited search, and
there is no reasonable alternative to ensure the individual cannot destroy or
ingest the substance during transportation.
These special-circumstance field strip searches shall only be authorized and conducted under
the same restrictions as the strip search procedures in this policy, except that the Shift
Supervisor authorization does not need to be in writing.
9.2.6

PHYSICAL BODY CAVITY SEARCH

Physical body cavity searches shall be subject to the following (725 ILCS 5/103-1):
a. No individual shall be subjected to a physical body cavity search without written
approval of the Shift Supervisor and only upon a search warrant. A copy of any
search warrant and the results of the physical body cavity search shall be
included with the related reports and made available, upon request, to the
individual or authorized representative (except for those portions of the warrant
ordered sealed by a court).
b. A physical body cavity search shall be conducted either by or under the
supervision of a physician.
c. Except for the physician conducting the search, persons present must be of the
same sex as the individual being searched. Only the necessary department
members needed to maintain the safety and security of the medical personnel
shall be present.
d. Privacy requirements, including restricted touching of body parts and sanitary
condition requirements, are the same as required for a strip search.
e. All such searches shall be documented, including:
1. The facts that led to the decision to perform a physical body cavity search of
the individual.
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2. The reasons less intrusive methods of searching were not used or were
insufficient.
3. The Shift Supervisor’s approval.
4. A copy of the search warrant.
5. The time, date, and location of the search.
6. The medical personnel present.
7. The names, sex and roles of any department members present.
8. Any contraband or weapons discovered by the search.
f. A copy of the written authorization shall be retained and shall be provided to the
individual who was searched or other authorized representative upon request.
9.2.7

TRAINING

The Training Officer shall ensure members have training that includes (28 CFR 115.115):
a. Conducting searches of cross-gender individuals.
b. Conducting searches of transgender and intersex individuals.
c. Conducting searches in a professional and respectful manner, and in the least
intrusive manner possible, consistent with security needs.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

PRISONER HEALTH AND MEDICAL CARE 9.3
9.3.1

PURPOSE

This order establishes procedures for health care and medical treatment for arrestees.
9.3.2

PROCEDURES

9.3.2.1

Arrestee Medical Care Procedures

Medical care services are available to arrestees. The Wheaton Fire Department/Paramedics are
on duty 24 hours a day, every day of the year. Whenever an arrestee requires immediate medical
treatment due to illness or injury, the following procedures shall be followed:
a. Personnel discovering the medical need or having it brought to their attention,
shall render whatever aid is necessary and they are qualified to render.
1. Personnel shall immediately, or as soon as possible, notify and summon the
necessary assistance. In situations where the illness or injury is not obvious or
readily discernible, a supervisor shall be contacted to determine if medical
assistance will be summoned.
2. The on-duty Lieutenant shall be promptly notified in all cases of arrestee injury
or illness.
3. If paramedics are summoned, a back-up officer should be assigned to meet
them at the sally port and escort them into the Detention Center.
4. Once called, the paramedics shall examine the arrestee and determine
whether the condition warrants transportation to the hospital Emergency
Room.
The facts of the arrestee’s condition and the reason for the arrestee’s
detention shall be screened with a supervisor to determine if the arrestee will
remain in a custodial arrest situation, or if releasing the arrestee to paramedics
without charges would be a more prudent decision. The supervisor shall report
the circumstances through the chain of command.
When someone is un-arrested for medical reasons, the reporting officer shall
seek an arrest warrant.
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5. If an arrestee is transported to the hospital and is remaining in custody, a
sworn officer shall accompany the arrestee to provide necessary security.
Unless medically contradicted, the arrestee shall be restrained in handcuffs,
leg irons or a transport belt.
9.3.3

FIRST AID/AED AVAILABILITY

A first aid kit shall be maintained in the closet of the Detention Center. The first aid kit is designed
for a broad range of anticipated emergencies. An AED shall be maintained in the closet of the
Detention Center.
9.3.4

RECEIVING/SCREENING INFORMATION

All arrestees who enter the Detention Center shall undergo a receiving/screening interview. The
purpose of this interview is primarily to identify those arrestees who pose a health risk or safety
threat to themselves or others.
1. Pursuant to Illinois Municipal Jail and Lockup Standards, Section 720.25, any seriously
injured, seriously ill, or unconscious person must not be admitted to the Detention
Center until a medical examination has been conducted by a physician.
Prompt completion of the receiving/screening interview is the responsibility of the arresting
officer. All receiving/screening information concerning arrestees is to be obtained and recorded
upon admission to the Detention Center.
Receiving/Screening interviews shall include inquires as to the following, and this information
will be recorded on the Jail Record Report.
1. Current health of the arrestee, including infectious diseases.
2. Medications taken by the arrestee.
3. Emergency contact information.
4. Behavior, including state of consciousness and mental state.
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9.3.5

DISPENSING PHARMACEUTICALS

Prescription medication and over the counter medication brought in by arrestees will not be
administered to arrestees by police department employees, unless directed to do so by a
supervisor.
Generally, Wheaton Firefighters/Paramedics will be summoned to dispense prescription
medication and/or over the counter medication to arrestees while in the Detention Center.
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9.4.1

PURPOSE

This order sets forth procedures to protect an arrestee’s rights.
9.4.2

Notice of Rights of Persons Under Arrest Illinois Code of Criminal Procedure
(725 ILCS 5)

Sec. 103-2. Treatment While in Custody
(a) On being taken into custody every person shall have the right to remain silent.
(b) No unlawful means of any kind shall be used to obtain a statement, admission, or confession
from any person in custody.
(c) Persons in custody shall be treated humanely and provided with proper food, shelter and, if
required, medical treatment.
Sec. 103-3. Right to Communicate with Attorney and Family; Transfers
(a) Persons who are arrested shall have the right to communicate with an attorney of their choice
and a member of their family by making a reasonable number of telephone calls or in any other
reasonable manner. Such communication shall be permitted within a reasonable time after
arrival at the first place of custody.
(b) In the event the accused is transferred to a new place of custody his right to communicate
with an attorney and a member of his family is renewed.
Sec. 103-4. Right to Consult with Attorney
Any person committed, imprisoned, or restrained of his liberty for any cause whatever and
whether or not such person is charged with an offense shall, except in cases of imminent danger
of escape, be allowed to consult with any licensed attorney at law of this State whom such person
may desire to see or consult, alone and in private at the place of custody, as many times and for
such period each time as is reasonable. When any such person is about to be moved beyond the
limits of this State under any pretense whatever the person to be moved shall be entitled to a
reasonable delay for the purpose of obtaining counsel and of availing himself of the laws of this
State for the security of personal liberty.
Sec. 109-1. Person Arrested
(a) A person arrested with or without a warrant shall be taken without unnecessary delay
before the nearest and most accessible judge in that county, except when such county is
a participant in a regional jail authority, in which event such person may be taken to the
nearest and most accessible judge, irrespective of the county where such judge presides,
and a charge shall be filed.
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Whenever a person arrested either with or without a warrant is required to be taken before
a judge, a charge may be filed against such person by way of a two-way closed circuit
television system, except that a hearing to deny bail to the defendant may not be conducted
by way of closed-circuit television.
(b) The judge shall:
(1) Inform the defendant of the charge against him and shall provide him with a copy of
the charge;
(2) Advise the defendant of his right to counsel and if indigent shall appoint a public
defender or licensed attorney at law of this State to represent him in accordance with the
provisions of Section 113-3 of this Code;
(3) Schedule a preliminary hearing in appropriate cases;
(4) Admit the defendant to bail in accordance with the provisions of Article 110 of this
Code; and
(5) Order the confiscation of the person’s passport or impose travel restrictions on a
defendant arrested for first degree murder or other violent crime as defined in Section 3
of the Rights of Crime Victims and Witnesses Act, if the judge determines based on the
factors in Section 110-5 of this Code, that this will reasonably assure the appearance of the
defendant and compliance by the defendant with all conditions of release.
(c) The court may issue an order of protection in accordance with the provisions of Article
112A of this Code.
Sec. 110-2. Release on Own Recognizance
When from all the circumstances the court is of the opinion that the defendant will appear as
required either before or after conviction and the defendant will not pose a danger to any person
or the community and that the defendant will comply with all conditions of bond, which shall
include the defendant’s current address with a written admonishment to the defendant that he
or she must comply with the provisions of Section 110-12 of this Code regarding any change in
his or her address, the defendant may be released on his or her own recognizance. The
defendant’s address shall at all times remain a matter of public record with the clerk of the court.
A failure to appear as required by such recognizance shall constitute an offense subject to the
penalty provided in Section 32-10 of the Criminal Code of 2012 for violation of the bail bond, and
any obligated sum fixed in the recognizance shall be forfeited and collected in accordance with
subsection (g) of Section 110-7 of this Code.
This Section shall be liberally construed to effectuate the purpose of relying upon contempt of
court proceedings or criminal sanctions instead of financial loss to assure the appearance of the
defendant, and that the defendant will not pose a danger to any person or the community and
that the defendant will comply with all conditions of bond. Monetary bail should be set only when
it is determined that no other conditions of release will reasonably assure the defendant’s
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appearance in court, that the defendant does not present a danger to any person, or the
community and that the defendant will comply with all conditions of bond.
The State may appeal any order permitting release by personal recognizance.
Sec. 110-4. Bailable Offenses
(a) All persons shall be bailable before conviction, except the following offenses where the proof
is evident or the presumption great that the defendant is guilty of the offense: capital offenses;
offenses for which a sentence of life imprisonment may be imposed as a consequence of
conviction; felony offenses for which a sentence of imprisonment, without conditional and
revocable release, shall be imposed by law as a consequence of conviction, where the court after
a hearing, determines that the release of the defendant would pose a real and present threat to
the physical safety of any person or persons; stalking or aggravated stalking, where the court,
after a hearing, determines that the release of the defendant would pose a real and present
threat to the physical safety of the alleged victim of the offense and denial of bail is necessary to
prevent fulfillment of the threat upon which the charge is based; or unlawful use of weapons in
violation of item (4) of subsection (a) of Section 24-1 of the Criminal Code of 1961 or the Criminal
Code of 2012 when that offense occurred in a school or in any conveyance owned, leased, or
contracted by a school to transport students to or from school or a school-related activity, or on
any public way within 1,000 feet of real property comprising any school, where the court, after a
hearing, determines that the release of the defendant would pose a real and present threat to
the physical safety of any person and denial of bail is necessary to prevent fulfillment of that
threat; or making a terrorist threat in violation of Section 29D-20 of the Criminal Code of 1961 or
the Criminal Code of 2012 or an attempt to commit the offense of making a terrorist threat,
where the court, after a hearing, determines that the release of the defendant would pose a real
and present threat to the physical safety of any person and denial of bail is necessary to prevent
fulfillment of that threat.
(b) A person seeking release on bail who is charged with a capital offense or an offense for which
a sentence of life imprisonment may be imposed shall not be bailable until a hearing is held
wherein such person has the burden of demonstrating that the proof of his guilt is not evident,
and the presumption is not great.
(c) Where it is alleged that bail should be denied to a person upon the grounds that the person
presents a real and present threat to the physical safety of any person or persons, the burden of
proof of such allegations shall be upon the State.
(d) When it is alleged that bail should be denied to a person charged with stalking or aggravated
stalking upon the grounds set forth in Section 110-6.3 of this Code, the burden of proof of those
allegations shall be upon the State.
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Sec. 110-7. Deposit of Bail Security
(a) The person for whom bail has been set shall execute the bail bond and deposit with the clerk
of the court before which the proceeding is pending a sum of money equal to 10% of the bail,
but in no event shall such deposit be less than $25. The clerk of the court shall provide a space
on each form for a person other than the accused who has provided the money for the
posting of bail to so indicate and a space signed by an accused who has executed the bail
bond indicating whether a person other than the accused has provided the money for the
posting of bail. The form shall also include a written notice to such person who has provided
the defendant with the money for the posting of bail indicating that the bail may be used to
pay costs, attorney’s fees, fines, or other purposes authorized by the court and if the
defendant fails to comply with the conditions of the bail bond, the court shall enter an order
declaring the bail to be forfeited.
The written notice must be:
(1) distinguishable from the surrounding text;
(2) in bold type or underscored; and
(3) in a type size at least 2 points larger than the surrounding type.
When a person for whom bail has been set is charged with an offense under the Illinois
Controlled Substances Act or the Methamphetamine Control and Community Protection Act
which is a Class X felony, or making a terrorist threat in violation of Section 29D-20 of the
Criminal Code of 1961 or the Criminal Code of 2012 or an attempt to commit the offense of
making a terrorist threat, the court may require the defendant to deposit a sum equal to
100% of the bail. Where any person is charged with a forcible felony while free on bail and is
the subject of proceedings under Section 109-3 of this Code the judge conducting the
preliminary examination may also conduct a hearing upon the application of the State
pursuant to the provisions of Section 110-6 of this Code to increase or revoke the bail for that
person’s prior alleged offense.
(b) Upon depositing this sum and any bond fee authorized by law, the person shall be released
from custody subject to the conditions of the bail bond.
Sec. 113-3. Counsel and Expert Witness
(a) Every person charged with an offense shall be allowed counsel before pleading to the charge.
If the defendant desires counsel and has been unable to obtain same before arraignment the
court shall recess court or continue the cause for a reasonable time to permit defendant to obtain
counsel and consult with him before pleading to the charge. If the accused is a dissolved
corporation, and is not represented by counsel, the court may, in the interest of justice, appoint
as counsel a licensed attorney of this State.
(b) In all cases, except where the penalty is a fine only, if the court determines that the defendant
is indigent and desires counsel, the Public Defender shall be appointed as counsel. If there is no
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Public Defender in the county or if the defendant requests counsel other than the Public
Defender and the court finds that the rights of the defendant will be prejudiced by the
appointment of the Public Defender, the court shall appoint as counsel a licensed attorney at law
of this State, except that in a county having a population of 2,000,000 or more the Public
Defender shall be appointed as counsel in all misdemeanor cases where the defendant is indigent
and desires counsel unless the case involves multiple defendants, in which case the court may
appoint counsel other than the Public Defender for the additional defendants. The court shall
require an affidavit signed by any defendant who requests court-appointed counsel. Such
affidavit shall be in the form established by the Supreme Court containing sufficient information
to ascertain the assets and liabilities of that defendant. The Court may direct the Clerk of the
Circuit Court to assist the defendant in the completion of the affidavit. Any person who knowingly
files such affidavit containing false information concerning his assets and liabilities shall be liable
to the county where the case, in which such false affidavit is filed, is pending for the reasonable
value of the services rendered by the public defender or other court-appointed counsel in the
case to the extent that such services were unjustly or falsely procured.
9.5.3

TIMELY COURT APPEARANCE

The constitutional right of access to the courts by an arrestee shall not be inhibited pursuant to
Illinois Compiled Statutes 725 ILCS 5/109-1.
Prisoners who are unable or ineligible to post bond will promptly be transported to Bond Court
or the DuPage County Jail.
9.5.4

BAIL OPPORTUNITY FOR PRISONERS

No employee of the Wheaton Police Department shall impede a prisoner’s opportunity to make
bail.
Bail amounts are set by rule of court pursuant to Illinois Compiled Statutes 725 ILCS 5/110-5,
except for specified traffic or conservations cases, quasi-criminal and misdemeanor offenses
which have predetermined bond amounts.
Prisoners under arrest for a bailable offense, for which bail has been set, either by statute or by
court, shall be afforded the opportunity to make bail without unnecessary delay. For other
prisoners see section entitled, “Timely Court Appearance.”
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9.5.5

PRISONER ACCESS TO ATTORNEY

Any prisoner held in the Detention Center has the right to consult privately with any licensed
attorney at law of this State, pursuant to Illinois Compiled Statutes 725 ILCS 5/103-4.
Exceptions may be made in situations where the prisoner poses an escape risk through his/her
actions.
Attorney visits shall be conducted in cell #6.
9.5.6

PRISONER USE OF TELEPHONE

The right to communicate with an attorney and family members will be in accordance with Illinois
Compiled Statutes 725 ILCS 5/103-3.
A prisoner will be offered a reasonable number of telephone calls to arrange bond, notify family
of his/her whereabouts, or consult with an attorney. Such communication shall be permitted
within a reasonable time after arrival at the Detention Center.
In situations of an ongoing investigation, major crime or critical incident, calls will be authorized
by the supervisor overseeing said investigation / incident.
A record of all prisoner telephone calls will be made on the Jail Record Report.
9.5.7

VISUAL OBSERVATION OF PRISONERS

Each adult arrestee must be visually observed and checked at least every 60 minutes, and the
time and arrestee’s condition (if changed) noted on the Jail Record Report.
Each juvenile arrestee must be visually observed and checked at least every 15 minutes, and the
time and arrestee’s condition (if changed) noted on the Jail Record Report.
Arrestees determined or suspected to be “high-risk” must be visually observed and checked at
least every 15 minutes, and the time and arrestee’s condition (if changed) noted on the Jail
Record Report. “High-risk” arrestees may require more frequent visual checks, reference the
“Prisoner Processing” Department Order for further.
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9.4.8

ELECTRONIC MONITORING EQUIPMENT

Surveillance cameras are strategically located in the Detention Center facility. This system of
monitoring shall not be used to invade the personal privacy of inmates, be used as a substitute
for personnel supervision or utilized for cell checks as delineated in this order.
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10.1.1

PURPOSE

This department order provides general guidelines to assist in minimizing the risk of department
members contracting and/or spreading communicable diseases.
10.1.1.1

DEFINITIONS

Communicable disease - A human disease caused by microorganisms that are present in
and transmissible through human blood, bodily fluid, tissue, or by breathing or coughing. These
diseases commonly include, but are not limited to, hepatitis B virus (HBV), HIV and tuberculosis.
Exposure - When an eye, mouth, mucous membrane, or non-intact skin comes into contact with
blood or other potentially infectious materials, or when these substances are injected or infused
under the skin; when an individual is exposed to a person who has a disease that can be passed
through the air by talking, sneezing or coughing (e.g., tuberculosis), or the individual is in an area
that was occupied by such a person. Exposure only includes those instances that occur due to a
member’s position at the Wheaton Police Department.
10.1.2

POLICY

The Wheaton Police Department is committed to providing a safe work environment for its
members. Members should be aware that they are ultimately responsible for their own health
and safety.
10.1.3

TRAINING OFFICER RESPONSIBILITES

The Training Officer shall develop an exposure control plan that includes:
a. Exposure-prevention and decontamination procedures.
b. Procedures for when and how to obtain medical attention in the event of an
exposure or suspected exposure.
c. The provision that department members will have no-cost access to the
appropriate personal protective equipment (PPE) (e.g., gloves, face masks, eye
protection, pocket masks) for each member’s position and risk of exposure.
d. Evaluation of persons in custody for any exposure risk and measures to separate
them.
e. Compliance with all relevant laws or regulations related to communicable
diseases, including:
1. Reporting known and suspected cases of reportable communicable diseases
to the local health authority (77 Ill. Adm. Code 690.200).
2. Acting as, or appointing a person as the designated officer to receive reports
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3.
4.
5.
6.

from the local health authority. The designated officer will be trained to carry
out the duties described in 77 Ill. Adm. Code 690.200 regarding the procedures
for follow-up after occupational exposures to specific diseases.
The mandates of the Illinois Occupational Safety and Health Act (820 ILCS
219/1 et seq.).
Responding to requests and notifications regarding exposures covered under
the Ryan White law (42 USC § 300ff-133; 42 USC § 300ff-136).
Responding to exposure notifications from hospitals to which members have
transported a patient (210 ILCS 85/6.08).
Exposure control mandates in 29 CFR 1910.1030 (820 ILCS 219/25; 56 Ill. Adm.
Code 350.700).

The Training Officer should also act as the liaison with the Illinois Department of Labor (IDOL) and
may request voluntary compliance inspections. The Training Officer should periodically review
and update the exposure control plan and review implementation of the plan.
10.1.4

EXPOSURE PREVENTION AND MITIGATION

10.1.4.1

GENERAL PRECAUTIONS

All members are expected to use good judgment and follow training and procedures related to
mitigating the risks associated with communicable disease. This includes, but is not limited to (29
CFR 1910.1030; 820 ILCS 219/25):
a. Stocking disposable gloves, antiseptic hand cleanser, CPR masks or other
specialized equipment in the work area of department vehicles, as applicable.
b. Wearing department-approved disposable gloves when contact with blood, other
potentially infectious materials, mucous membranes, and non-intact skin can be
reasonably anticipated.
c. Washing hands immediately or as soon as feasible after removal of gloves or other
PPE.
d. Treating all human blood and bodily fluids/tissue as if it is known to be infectious
for a communicable disease.
e. Using an appropriate barrier device when providing CPR.
f. Using a face mask or shield if it is reasonable to anticipate an exposure to an
airborne transmissible disease.
g. Decontaminating non-disposable equipment (e.g., flashlight, control devices,
clothing, and portable radio) as soon as possible if the equipment is a potential
source of exposure.
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1. Clothing that has been contaminated by blood or other potentially infectious
materials shall be removed immediately or as soon as feasible and stored/
decontaminated appropriately.
h. Handling all sharps and items that cut or puncture (e.g., needles, broken glass,
razors, knives) cautiously and using puncture-resistant containers for their storage
and/or transportation.
i. Avoiding eating, drinking, smoking, applying cosmetics or lip balm, or handling
contact lenses where there is a reasonable likelihood of exposure.
j. Disposing of biohazardous waste appropriately or labeling biohazardous material
properly when it is stored.
10.1.4.2

IMMUNIZATIONS

Members who could be exposed to HBV due to their positions may receive the HBV vaccine and
any routine booster at no cost (29 CFR 1910.1030; 820 ILCS 219/25).
10.1.5

POST EXPOSURE

10.1.5.1

INITIAL POST-EXPOSURE STEPS

Members who experience an exposure or suspected exposure shall:
a. Begin decontamination procedures immediately (e.g., wash hands and any other
skin with soap and water, flush mucous membranes with water).
b. Obtain medical attention as appropriate.
c. Notify a supervisor as soon as practical.
10.1.5.2

REPORTING REQUIREMENTS

The supervisor on-duty shall investigate every exposure or suspected exposure that occurs as
soon as possible following the incident. The supervisor shall ensure the following information is
documented (29 CFR 1910.1030; 820 ILCS 219/25):
a. Name of the member exposed
b. Date and time of incident
c. Location of incident
d. Potentially infectious materials involved and the source of exposure (e.g.,
identification of the person who may have been the source)
e. Work being done during exposure
f. How the incident occurred or was caused
g. PPE in use at the time of the incident
h. Actions taken post-event (e.g., clean-up, notifications)
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The supervisor shall advise the member that disclosing the identity and/or infectious status of
a source to the public or to anyone who is not involved in the follow-up process is prohibited.
The supervisor should complete the incident documentation in conjunction with other reporting
requirements that may apply (see the Occupational Disease and Work-Related Injury Reporting
Order).
10.1.5.3

MEDICAL CONSULTATION, EVALUATION AND TREATMENT

Department members shall have the opportunity to have a confidential medical evaluation
immediately after an exposure and follow-up evaluations as necessary.
The Training Officer should request a written opinion/evaluation from the treating medical
professional that contains only the following information (29 CFR 1910.1030; 820 ILCS 219/25):
a. Whether the member has been informed of the results of the evaluation.
b. Whether the member has been notified of any medical conditions resulting from
exposure to blood or other potentially infectious materials which require further
evaluation or treatment. No other information should be requested or accepted
by the Training Officer.
10.1.5.4

COUNSELING

The Department shall provide the member, and his/her family if necessary, the opportunity for
counseling and consultation regarding the exposure (29 CFR 1910.1030; 820 ILCS 219/25).
10.1.5.5

SOURCE TESTING

Testing a person for communicable diseases when that person was the source of an exposure
should be done when it is desired by the exposed member or when it is otherwise appropriate.
Source testing is the responsibility of the Training Officer. If the Training Officer is unavailable to
seek timely testing of the source, it is the responsibility of the exposed member’s supervisor to
ensure testing is sought.
Source testing may be achieved by:
a. Obtaining consent from the individual.
b. Contacting the Department of Public Health or local health authority and
providing information regarding the circumstances of the exposure to determine
if the appropriate authority will request consent from the person to submit to
testing (77 Ill. Adm. Code 690.1380).
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c. In cases of possible exposure to infectious diseases, including HIV, by having a
health care provider or health facility test the source of the exposure pursuant to
410 ILCS 305/7 and/or 410 ILCS 312/10.
Since there is the potential for overlap between the different manners in which source testing
may occur, the Training Officer is responsible for coordinating the testing to prevent unnecessary
or duplicate testing.
The Training Officer should seek the consent of the individual for testing, make proper
notification to his/her supervisor and consult the City Attorney to discuss other options when no
statute exists for compelling the source of an exposure to undergo testing if he/she refuses.
10.1.6

CONFIDENTIALITY OF REPORTS

Medical information shall remain in confidential files and shall not be disclosed to anyone
without the member’s written consent (except as required by law) (29 CFR 1910.1030; 820 ILCS
219/25). Test results from persons who may have been the source of an exposure are to be kept
confidential as well.
10.1.7

TRAINING

All members shall participate in training regarding communicable diseases commensurate with
the requirements of their position. The training (29 CFR 1910.1030; 820 ILCS 219/25):
a. Shall be provided at the time of initial assignment to tasks where an occupational
exposure may take place and at least annually after the initial training.
b. Shall be provided whenever the member is assigned new tasks or procedures
affecting his/her potential exposure to communicable disease.
c. Should provide guidance on what constitutes an exposure, what steps can be
taken to avoid an exposure and what steps should be taken if a suspected
exposure occurs.
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10.2.1

PURPOSE

This department order provides guidelines for the reporting, investigation and disposition of
complaints regarding the conduct of members of the Wheaton Police Department. This order
shall not apply to any questioning, counseling, instruction, informal verbal admonishment or
other routine or unplanned contact of a member in the normal course of duty, by a supervisor
or any other member, nor shall this policy apply to a criminal investigation.
10.2.2

POLICY

The Wheaton Police Department takes all complaints regarding the service provided
by the Department and the conduct of its members seriously. The Department will accept and
address all complaints of misconduct in accordance with this department order and applicable
federal, state and local law, municipal and county rules and the requirements of any collective
bargaining agreements.
It is also the policy of this department to ensure that the community can report alleged
misconduct without concern for reprisal or retaliation.
10.2.3

PERSONNEL COMPLAINTS

Personnel complaints include any allegation of misconduct or improper job performance that, if
true, would constitute a violation of department orders or of federal, state or local law, policy
or rule. Personnel complaints may be generated internally or by the public.
Inquiries about conduct or performance that, if true, would not violate department orders or
federal, state or local law, policy or rule may be handled informally by a supervisor and shall not
be considered a personnel complaint. Such inquiries generally include clarification regarding
department orders, procedures or the response to specific incidents by the Department.
10.2.3.1

COMPLAINT CLASSIFICATIONS

Informal - A matter in which the Shift Supervisor is satisfied that appropriate action has been
taken by a supervisor of rank greater than the accused member.
Formal - A matter in which a supervisor determines that further action is warranted. Such
complaints should be investigated by a supervisor of rank greater than the accused member
or referred to the Deputy Chief of Patrol, depending on the seriousness and complexity of the
investigation.
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Incomplete - A matter in which the complaining party either refuses to cooperate or becomes
unavailable after diligent follow-up investigation. At the discretion of the assigned supervisor or
the Deputy Chief of Patrol, such matters may be further investigated depending on the
seriousness of the complaint and the availability of sufficient information.
10.2.3.2

SOURCES OF COMPLAINTS

The following applies to the source of complaints:
a. Individuals from the public may make complaints in any form, including in writing, by
email, in person or by telephone.
b. Any department member becoming aware of alleged misconduct by another
department member shall immediately notify a supervisor.
c. Supervisors shall initiate a complaint based upon observed misconduct or receipt from
any source alleging misconduct that, if true, could result in disciplinary action.
d. Anonymous and third-party complaints should be accepted and investigated to the
extent that sufficient information is provided.
e. Tort claims and lawsuits may generate a personnel complaint.
10.2.4

AVAILABILITY AND ACCEPTANCE OF COMPLAINTS

10.2.4.1

ACCEPTANCE

All complaints will be courteously accepted by any department member and promptly given to
the appropriate supervisor. Although written complaints are preferred, a complaint may also be
filed orally, either in person or by telephone. Such complaints will be directed to a supervisor. If
a supervisor is not immediately available to take an oral complaint, the receiving member shall
obtain contact information sufficient for the supervisor to contact the complainant. The
supervisor, upon contact with the complainant, shall complete and submit a complaint form as
appropriate. Although not required, complainants should be encouraged to file complaints in
person so that proper identification, signatures, photographs or physical evidence may be
obtained as necessary.
10.2.5

DOCUMENTATION

The Lieutenant, Sergeant, or Supervisor shall make arrangements for the complainant to fill out
an affidavit of complaint form. If the complainant is unable or unwilling to complete an
affidavit, the person taking the complaint shall obtain the necessary details from the
complainant and make a written report, utilizing the affidavit of complaint form.
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All complaints and inquiries should also be documented in a log that records and tracks
complaints. The log shall include the nature of the complaint and the actions taken to address
the complaint. On an annual basis, the Department should audit the log and send an audit
report to the Chief of Police or the authorized designee.
10.2.6

ADMINISTRATIVE INVESTIGATIONS

Allegations of misconduct will be administratively investigated as follows.
10.2.6.1

SUPERVISOR RESPONSIBILITIES

In general, the primary responsibility for the investigation of a personnel complaint shall rest
with the member's immediate supervisor, unless the supervisor is the complainant, or the
supervisor is the ultimate decision-maker regarding disciplinary action, or has any personal
involvement regarding the alleged misconduct. The Chief of Police or the authorized designee
may direct that another supervisor investigate any complaint. A supervisor who becomes aware
of alleged misconduct shall take reasonable steps when necessary to prevent aggravation of the
situation.
The responsibilities of supervisors include but are not limited to:
a. Once a complaint form is completed by the complainant or the person receiving
the complaint, the form will be directed to the Shift Supervisor of the accused
member, via the chain of command, who will take appropriate action and/or
determine who will have responsibility for the investigation.
b. In circumstances where the integrity of the investigation could be jeopardized by
reducing the complaint to writing or where the confidentiality of a complainant
is at issue, a supervisor shall orally report the matter to the member's
Commander or Deputy Chief who will initiate appropriate action.
c. Responding to all complainants in a courteous and professional manner.
d. Resolving those personnel complaints that can be resolved immediately:
1. Follow-up contact with the complainant should be made within 24
hours of the Department receiving the complaint.
2. If the matter is resolved and no further action is required, the
supervisor will note the resolution on a complaint form and forward
the form to the Patrol Deputy Chief.
e. Ensuring that upon receipt of a complaint involving allegations of a potentially
serious nature, the Shift Supervisor and Chief of Police are notified via the chain
of command as soon as practicable.
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f. Promptly contacting the Human Resources Department and the respective
deputy chief for direction regarding their roles in addressing a complaint that
relates to sexual, racial, ethnic, or other forms of prohibited harassment or
discrimination.
g. Forwarding unresolved personnel complaints to the respective Deputy Chief,
who will determine whether to contact the complainant or assign the complaint
for investigation.
h. Informing the complainant of the investigator’s name and the complaint number
within three days after assignment.
i. Investigating a complaint as follows:
1. Making reasonable efforts to obtain names, addresses, and telephone
numbers of witnesses.
2. When appropriate, ensuring immediate medical attention is provided
and photographs of alleged injuries and accessible uninjured areas are
taken.
j. Ensuring that the procedural rights of the accused member are followed.
k. Ensuring interviews of the complainant are generally conducted during
reasonable hours.
10.2.6.2 ADMINISTRATIVE INVESTIGATION PROCEDURES
Whether conducted by a supervisor or the respective Deputy Chief, the following
applies to members covered by the Uniform Peace Officers’ Disciplinary Act:
a. Interviews of an accused member shall be conducted during reasonable hours
and preferably when the member is on-duty. If the member is off duty, he/she
shall be compensated (50 ILCS 725/3.3).
b. Unless waived by the member, interviews of an accused member shall be at the
Wheaton Police Department or other reasonable and appropriate place (50 ILCS
725/3.1).
c. The accused member shall be informed in writing of the interviewers and all
persons who will be present on behalf of the Department during any interview.
The accused member shall inform the Department of any person who will be
present on his/her behalf during any interview (50 ILCS 725/3.4).
d. No more than two interviewers should ask questions of an accused member.
e. Prior to any interview, a member should be informed in writing of the nature of
the investigation (50 ILCS 725/3.2).
f. All interviews should be for a reasonable period and the member's personal
needs should be accommodated (50 ILCS 725/3.5).
g. No member should be subjected to offensive or threatening language, nor shall
any promises, rewards, or other inducements be used to obtain answers (50 ILCS
725/3.6).
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h. Any member refusing to answer questions directly related to the investigation
may be ordered to answer questions administratively and may be subject to
discipline for failing to do so (50 ILCS 725/3.6).
1. A member should be given an order to answer questions in an
administrative investigation that might incriminate the member in a
criminal matter only after the member has been given a Garrity
advisement and after the investigator has consulted with the prosecuting
agency. Administrative investigators should consider the impact that
compelling a statement from the member may have on any related
criminal investigation and should take reasonable steps to avoid creating
any foreseeable conflicts between the two related investigations. This
may include conferring with the person in charge of the criminal
investigation (e.g., discussion of processes, timing, implications).
2. No information or evidence administratively coerced from a member may
be provided to anyone involved in conducting the criminal investigation
or to any prosecutor.
i. The interviewer shall record all interviews of members and witnesses. The
member may also record the interview. If the member has been previously
interviewed, a copy of that recorded interview shall be provided to the member
prior to any subsequent interview (50 ILCS 725/3.7).
j. No member shall be interviewed without first being advised in writing that
admissions made in the course of the interview may be used as evidence of
misconduct or as the basis for charges seeking suspension, removal, or
discharge. In addition, no member shall be interviewed without first being
advised in writing that he/she has the right to counsel of his/her choosing, and
that counsel may be present to advise him/her at any stage of any interview (50
ILCS 725/3.8).
k. All members subjected to interviews that could result in discipline have the right
to have representation by counsel of the member's choosing and may request
counsel at any time before or during an interview. When a request for counsel is
made, the interview shall not proceed until a reasonable time and opportunity
are provided to the member to obtain counsel. If a collective bargaining
agreement requires the presence of a representative of the collective bargaining
unit during investigations, the representative shall be present during the
interview, unless this requirement is waived by the member being interviewed
(50 ILCS 725/3.9). However, in order to maintain the integrity of each
employee’s statement, involved employees shall not consult or meet with a
representative or attorney collectively or in groups prior to being interviewed.
l. All members shall provide complete and truthful responses to questions posed
during interviews.
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m. No member may be compelled to submit to a polygraph test, or any other test
questioning by means of any chemical substance, except with the member’s
express written consent. Refusal to submit to such tests shall not result in any
disciplinary action nor shall such refusal be made part of his/her record (50 ILCS
725/3.11).
n. These provisions do not apply to any member charged with violating any
provisions of the Criminal Code of 2012, or any other federal, state or local
criminal law (50 ILCS 725/5).
o. These provisions apply only to the extent that there is no collective bargaining
agreement currently in effect dealing with the subject matter of these provisions
(50 ILCS 725/6).
10.2.6.3

ADMINISTRATIVE INVESTIGATION FORMAT

Formal investigations of personnel complaints shall be thorough, complete and essentially
follow this format:
Introduction - Include the identity of the members, the identity of the assigned investigators,
the initial date and source of the complaint.
Synopsis - Provide a brief summary of the facts giving rise to the investigation.
Summary - List the allegations separately, including applicable policy sections, with a brief
summary of the evidence relevant to each allegation. A separate recommended finding should
be provided for each allegation.
Evidence - Each allegation should be set forth with the details of the evidence applicable to
each allegation provided, including comprehensive summaries of member and witness
statements. Other evidence related to each allegation should also be detailed in this section.
Conclusion - A recommendation regarding further action or disposition should be provided.
Exhibits - A separate list of exhibits (e.g., recordings, photos, documents) should be attached
to the report.
10.2.6.4

DISPOSITIONS

Each personnel complaint shall be classified with one of the following dispositions:
Unfounded - When the investigation discloses that the alleged acts did not occur or did not
involve department members. Complaints that are determined to be frivolous will fall within
the classification of unfounded.
Exonerated - When the investigation discloses that the alleged act occurred but that the act
was justified, lawful and/or proper.
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Not sustained - When the investigation discloses that there is insufficient evidence to sustain
the complaint or fully exonerate the member.
Sustained - When the investigation discloses sufficient evidence to establish that the act
occurred and that it constituted misconduct.
If an investigation discloses misconduct or improper job performance that was not alleged in
the original complaint, the investigator shall take appropriate action with regard to any
additional allegations.
10.2.6.5

COMPLETION OF INVESTIGATIONS

Every supervisor assigned to investigate a personnel complaint or other alleged misconduct
shall proceed with due diligence in an effort to complete the investigation as soon as is
practicable.
10.2.6.6

NOTICE TO COMPLAINANT OF INVESTIGATION STATUS

The member conducting the investigation should provide the complainant with periodic
updates on the status of the investigation, as appropriate.
10.2.7

ADMINISTRATIVE SEARCHES

There is no expectation of privacy for employees with any assigned lockers, electronic devices,
storage spaces and other areas, including desks, offices and vehicles and may be searched as
part of an administrative investigation.
Such areas may also be searched any time by a supervisor for non-investigative purposes, such
as obtaining a needed report, radio or other document or equipment.
10.2.8

ADMINISTRATIVE LEAVE

When a complaint of misconduct is of a serious nature, or when circumstances indicate that
allowing the accused to continue to work would adversely affect the mission of the
Department, the Chief of Police or the authorized designee may temporarily assign an accused
employee to administrative leave. Any employee placed on administrative leave:
a. May be required to relinquish any department badge, identification, assigned
weapons and any other department equipment.
b. Shall be required to continue to comply with all policies and lawful orders of a
supervisor.
c. May be temporarily reassigned to a different shift, generally a normal businesshours shift, during the investigation. The employee may be required to remain
available for contact at all times during such shift, and will report as ordered.
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10.2.9
CRIMINAL INVESTIGATION
A supervisor or investigator who during the course of an administrative investigation develops
information that provides reasonable belief a member has committed a crime shall notify the
Chief of Police. The Chief of Police may request a criminal investigation by an outside law
enforcement agency.
A member accused of criminal conduct shall be provided with all rights afforded to a civilian.
The member should not be administratively ordered to provide any information in the criminal
investigation. The Wheaton Police Department may release information concerning the arrest
or detention of any member, including an officer, that has not led to a conviction. No
disciplinary action should be taken until an independent administrative investigation is
conducted.
10.2.10

POST-ADMINISTRATIVE INVESTIGATION PROCEDURES

Upon completion of a formal investigation, an investigation report should be forwarded to
the Chief of Police through the chain of command. The Chief of Police may accept or modify any
classification and decide on disciplinary action.
10.2.10.1

DEPUTY CHIEF RESPONSIBILITIES

Upon receipt of any completed personnel investigation, the Deputy Chief of the involved
member shall review the entire investigative file, the member's personnel file, and any other
relevant materials. Prior to forwarding the investigation to the Chief of Police for final review
and potential discipline, the Deputy Chief may return the entire investigation to the assigned
investigator or supervisor for further investigation or action.
10.2.10.2 CHIEF OF POLICE RESPONSIBILITIES
Upon receipt of any personnel investigation, the Chief of Police shall review all accompanying
materials and decide on an appropriate course of action. Once the Chief of Police is satisfied
that no further investigation or action is required by staff, the Chief of Police shall determine
the amount of discipline, if any, that should be imposed. In the event disciplinary action is
proposed, the Chief of Police may provide the member with a written notice and the following:
a. Access to all of the materials considered by the Chief of Police in deciding on the
discipline.
b. An opportunity to respond orally or in writing to the Chief of Police within five
days of receiving the notice:
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1. Upon a showing of good cause by the member, the Chief of Police may grant
a reasonable extension of time for the member to respond.
2. If the member elects to respond orally, the presentation shall be recorded by
the Department. Upon request, the member shall be provided with a copy of
the recording. Once the member has completed his/her response or if the
member has elected to waive any such response, the Chief of Police shall
consider all information received in regard to the discipline. The Chief of
Police shall render a timely written decision to the member and specify the
grounds and reasons for discipline and the effective date of the discipline.
Once the Chief of Police has issued a written decision, the discipline shall
become effective.
10.2.10.3

NOTICE OF FINAL DISPOSITION TO THE COMPLAINANT

The Chief of Police or the authorized designee should ensure that the complainant is notified of
the disposition (i.e., sustained, not sustained, exonerated, unfounded) of the complaint.
10.2.11

PRE-DISCIPLINE EMPLOYEE RESPONSE

The pre-discipline process is intended to provide the accused employee with an opportunity to
present a written or oral response to the Chief of Police after having had an opportunity to
review the supporting materials and prior to imposition of any recommended discipline. The
employee shall consider the following:
a. The response is not intended to be an adversarial or formal hearing.
b. Although the employee may be represented by an uninvolved representative or
legal counsel, the response is not designed to accommodate the presentation of
testimony or witnesses.
c. The employee may suggest that further investigation could be conducted or the
employee may offer any additional information or mitigating factors for the
Chief of Police to consider.
d. In the event that the Chief of Police elects to cause further investigation to be
conducted, the employee shall be provided with the results prior to the
imposition of any discipline.
e. The employee may thereafter have the opportunity to further respond orally or
in writing to the Chief of Police on the limited issues of information raised in any
subsequent materials.
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10.2.12

RESIGNATIONS/RETIREMENTS PRIOR TO DISCIPLINE

In the event that a member tenders a written resignation or notice of retirement prior to the
imposition of discipline, it shall be noted in the file. The tender of a resignation or retirement by
itself shall not serve as grounds for the termination of any pending investigation or discipline.
10.2.13

POST-DISCIPLINE APPEAL RIGHTS

Non-probationary employees have the right to grieve a suspension without pay or termination
from employment. The employee has the right to grieve pursuant to the collective bargaining
agreement. Sergeants or lieutenants that elect to appeal the discipline through the Fire and
Police Commission shall be subject to the rules and regulations of the board.
Civilian employees shall be afforded the appeal process afforded through the City of Wheaton
Employee Manual.
10.2.14

PROBATIONARY EMPLOYEES AND OTHER MEMBERS

Probationary officers may be disciplined and/or released from employment without adherence
to any of the procedures set out in this department order, and without notice or cause at any
time. These individuals are not entitled to any rights under this policy.
10.2.15

CONFIDENTIALITY OF PERSONNEL FILES

All investigations of personnel complaints shall be considered confidential personnel files. The
contents of such files shall not be revealed to anyone other than the involved employee or
authorized personnel except pursuant to lawful process.
In the event that an accused employee (or the representative of such employee) knowingly
makes false representations regarding any internal investigation and such false representations
are communicated to any source, the Department may disclose sufficient information from the
employee's personnel file to refute such false representations.
Unless otherwise limited, all formal personnel complaints should be maintained for a period of
no less than five years. All non-citizen initiated complaints should be maintained for no less
than two years.
If a complaint, investigation, or adjudication involves an allegation of police misconduct,
notwithstanding any other provision of the law to the contrary, all public and nonpublic records
related to the complaint, investigation, or adjudication shall not be destroyed and shall be
permanently retained by the Chief of Police.
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10.2.16

MANDATORY NOTIFICATION TO THE ILLINOIS LAW ENFORCEMENT TRAINING
AND STANDARDS BOARD

The Chief of Police or the authorized designee shall notify the ILETSB of any final determination
of discipline in the following circumstances (50 ILCS 705/6.2):
a. The officer is discharged or dismissed as a result of the violation.
b. The officer resigns during the course of an investigation and after being served notice
that he/she is under investigation that is based on the commission of any felony or sex
offense.
The notification shall occur within 30-days of a final decision and exhaustion of any appeal, or
resignation, and shall provide information regarding the nature of the violation.
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10.3.1

PURPOSE

This department order establishes guidelines for the use of seat belts and child restraints. This
order will apply to all members operating or riding in department vehicles.
10.3.1.1

DEFINITIONS

Child restraint system - An infant or child passenger restraint system that meets the criteria set
forth in 625 ILCS 25/4.
10.3.2

WEARING OF SAFETY RESTRAINTS

All members shall wear properly adjusted safety restraints when operating or riding in a seat
equipped with restraints, in any vehicle owned, leased, or rented by this department, while on
or off-duty, or in any privately owned vehicle while on-duty. The member driving such a vehicle
shall ensure that all other occupants, including those who are not members of the Department,
are also properly restrained.
Exceptions to the requirement to wear safety restraints may be made only in exceptional
situations where, due to unusual circumstances, wearing a seat belt would endanger the
department member or the public. Members must be prepared to justify any deviation from
this requirement.
10.3.3

TRANSPORTING SUSPECTS, PRISONERS OR ARRESTEES

Suspects, prisoners, and arrestees should be in a seated position and secured in the rear seat of
any department vehicle with a prisoner restraint system and secured by seat belts provided by
the vehicle manufacturer.
10.3.4

INOPERABLE SEAT BELTS

Department vehicles shall not be operated when the seat belt in the driver's position is
inoperable. Persons shall not be transported in a seat in which the seat belt is inoperable.
Department vehicle seat belts shall not be modified, removed, deactivated, or altered in any
way, except by the vehicle maintenance and repair staff, who shall do so only with the express
authorization of the Chief of Police.
Members who discover an inoperable restraint system shall report the defect to the
appropriate supervisor. Prompt action will be taken to replace or repair the system.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

SEAT BELTS 10.3
10.3.5

POLICY

It is the policy of the Wheaton Police Department that members use safety and child restraint
systems to reduce the possibility of death or injury in a motor vehicle crash.
10.3.6

TRANSPORTING CHILDREN

Child passengers shall be transported using an approved child restraint system in compliance
with 625 ILCS 25/4. If this is not possible, members should arrange alternate transportation
when feasible.
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10.4.1

PURPOSE

The purpose of this department order is to provide law enforcement officers with guidelines for
the proper use of body armor.
10.4.2

POLICY

It is the policy of the Wheaton Police Department to maximize officer safety through the use
of body armor in combination with prescribed safety procedures. While body armor provides a
significant level of protection, it is not a substitute for the observance of officer safety
procedures.
10.4.3

ISSUANCE OF BODY ARMOR

The Operations Deputy Chief shall ensure that body armor is issued to all officers when the officer
begins service at the Wheaton Police Department and that, when issued, the body armor meets
or exceeds the standards of the National Institute of Justice (50 ILCS 712/10).
The Patrol Deputy Chief shall establish a body armor replacement schedule and ensure that
replacement body armor is issued pursuant to this schedule or whenever the body armor
becomes worn or damaged to the point that its effectiveness or functionality has been
compromised.
10.4.3.1

USE OF SOFT BODY ARMOR

Generally, the use of body armor is required subject to the following:
a. Officers shall only wear agency-approved body armor.
b. Officers shall wear body armor anytime they are in a situation where they could
reasonably be expected to take enforcement action.
c. Body armor shall be worn when an officer is working in uniform or taking part in
Department range training.
d. Officers may be excused from wearing body armor when they are functioning
primarily in an administrative or support capacity and can't reasonably be
expected to take part in enforcement action.
e. An officer may be excused from wearing body armor when he/she is involved
in undercover or plainclothes work that his/her supervisor determines could be
compromised by wearing body armor, or when a supervisor determines that other
circumstances make it inappropriate to mandate wearing body armor.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

BODY ARMOR 10.4
10.4.3.2

INSPECTIONS OF BODY ARMOR

Supervisors should ensure that body armor is worn and maintained in accordance with this policy
through routine observation and periodic documented inspections. Annual inspections of body
armor should be conducted by an authorized designee for fit, cleanliness, and signs of damage,
abuse and wear.
10.4.3.3

CARE AND MAINTENANCE OF SOFT BODY ARMOR

Soft body armor should never be stored for any period of time in an area where environmental
conditions (e.g., temperature, light, humidity) are not reasonably controlled (e.g., normal
ambient room temperature/humidity conditions), such as in automobiles or automobile trunks.
Soft body armor should be cared for and cleaned pursuant to the manufacturer’s care
instructions provided with the soft body armor. The instructions can be found on labels located
on the external surface of each ballistic panel. The carrier should also have a label that contains
care instructions. Failure to follow these instructions may damage the ballistic performance
capabilities of the armor. If care instructions for the soft body armor cannot be located, contact
the manufacturer to request care instructions.
Soft body armor should not be exposed to any cleaning agents or methods not specifically
recommended by the manufacturer, as noted on the armor panel label. Soft body armor should
be replaced in accordance with the manufacturer’s recommended replacement schedule.
10.4.3.4

WARRANTY PERIODS

All body armor shall be replaced before or at the expiration of the warranty at the Department’s
expense (50 ILCS 712/10).
10.4.4

FUNDING

The Operations Deputy Chief should coordinate with other Wheaton officials to ensure grant
funding is sought as appropriate (50 ILCS 712/10). The Operations Deputy Chief should also
ensure that Department procedures are not in conflict with the terms of any applicable grant.
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10.5.1

PURPOSE

The purpose of this department order is to provide guidance regarding the timely reporting of
occupational diseases, mental health issues and work-related injuries.
10.5.1.1

DEFINITIONS

Occupational disease or work-related injury or illness - Any accidental injury or disease arising
out of and in the course of the employment or which has become aggravated and rendered
disabling as a result of the exposure of the employment (820 ILCS 310/1(d)).
10.5.2

POLICY

The Wheaton Police Department will address occupational diseases, applicable mental health
issues and work-related injuries appropriately, and will comply with applicable state workers’
compensation requirements (820 ILCS 310/1 et seq.).
10.5.3

INJURY NOT REQUIRING MEDICAL ATTENTION

Those injuries and illnesses not requiring medical attention shall be recorded on a First Report
of Injury form. This form shall be completed and signed by a supervisor. This form shall be
signed by the affected employee, indicating that he/she desired no medical attention at the
time of the report. By signing this form, the employee will not preclude his/her ability to seek
medical attention later.
10.5.3.1

MEMBER RESPONSIBILITIES

Any member sustaining any occupational disease or work-related injury shall report such event
as soon as practicable, but within 24 hours, to a supervisor, and shall seek medical care when
appropriate (820 ILCS 310/6(c)).
10.5.3.2

SUPERVISOR RESPONSIBILITIES

A supervisor learning of any occupational disease or work-related injury should ensure the
member receives medical care as appropriate. Supervisors shall ensure that required workers’
compensation documents are completed and forwarded promptly. Supervisors shall determine
whether the Major Incident Notification and Illness and Injury Prevention orders apply and take
additional action as required.
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10.5.3.3

LIEUTENANT RESPONSIBILITIES

The lieutenant who receives a report of an occupational disease or work-related injury should
review the report for accuracy and determine what additional action should be taken. The
report shall then be forwarded to the Chief of Police to ensure any required Illinois Department
of Labor reporting is made as required by Administrative Code Title 56 Section 350.410 Reporting Fatalities Hospitalizations, Amputations and Loss of Eye Incidents.
The Shift Supervisor or Patrol lieutenant shall ensure the following:
a. Basic Requirement- Within 8 hours after the death of any employee from a work related
incident, the employer shall orally report the fatality by telephone 24/7
notification (800) 782-7860 or (217) 782-7860. Within 24-hours after the in-patient
hospitalization of one or more employees, or employee's amputation, or an employee's
loss of an eye, as a result of a work-related incident, the employer shall report the
inpatient hospitalization, amputation, or loss of an eye.
b. Implementation
1. The reporter must give the following information for each fatality or hospitalization,
amputation, or loss of an eye incident:
a. The establishment name
b. The location of the incident
c. The time of the incident
d. The number of fatalities or hospitalized employees
e. The names of any injured employees
f. The reporter's contact person and his or her phone number
g. Brief description of the incident
2. Every fatality or hospitalization incident resulting from a motor vehicle accident
must be reported.
3. Report of a fatality caused by a heart attack at work. The Division Manager will
decide whether to investigate the incident, depending on the circumstances of
the heart attack.
4. Only report fatalities or hospitalizations that occur within 30-days after an
incident.
5. If the employer does not learn of a reportable incident at the time it occurs and
the incident would otherwise be reportable under this Section, make the report
within 8 hours after the incident is reported to the employer or any agent or
employee of the employer.
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10.5.3.4

CHIEF OF POLICE RESPONSIBILITIES

The Chief of Police shall review and forward copies of the report to Human Resources. Copies of
the report and related documents retained by the Department shall be filed in the member’s
confidential medical file.
10.5.4

SETTLEMENT OFFERS

When a member sustains an occupational disease or work-related injury that is caused by
another person and is subsequently contacted by that person, his/her agent, insurance
company or attorney and offered a settlement, the member shall take no action other than to
submit a written report of this contact to his/her supervisor as soon as possible.
10.5.4.1

NO SETTLEMENT WITHOUT PRIOR APPROVAL

No less than 10-days prior to accepting and finalizing the settlement of any third-party claim
arising out of or related to an occupational disease or work-related injury, the member shall
provide the Chief of Police with written notice of the proposed terms of such settlement. In no
case shall the member accept a settlement without first providing written notice to the Chief of
Police. The purpose of such notice is to permit the City to determine whether the offered
settlement will affect any claim the City may have regarding payment for damage to equipment
or reimbursement for wages against the person who caused the disease or injury, and to
protect the City's right of subrogation, while ensuring that the member's right to receive
compensation is not affected.
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10.6.1

PURPOSE

The purpose of this department order is to delineate policy about personal use of electronic
media and social media networks by sworn and civilian personnel of the Wheaton Police
Department. To this extent, social networking includes postings on Facebook™, Google+™,
Instagram™, LinkedIn™, Pinterest™, Tumblr™, Twitter™ and similar sites, or in comments
employees make online either publicly or by electronic mail. This department order is intended
to address issues associated with employee use of social networking sites and to provide
guidelines for the regulation and balancing of employee speech and expression with the needs
of the Department. It is further intended to ensure efficient Department operations, maintain
prosecutorial integrity, uphold public confidence in the Department, and promote professional
standards of employee conduct that adhere to Department Principles and Values.
Nothing in this policy is intended to prohibit or infringe upon any communication, speech or
expression that is protected or privileged under law. This includes speech and expression
protected under state or federal constitutions as well as labor or other applicable laws. For
example, this policy does not limit an employee from speaking as a private citizen, including
acting as an authorized member of a recognized bargaining unit or officer associations, about
matters of public concern, such as misconduct or corruption.
Employees are encouraged to consult with their supervisor regarding any questions arising from
the application or potential application of this policy.
10.6.1.1

APPLICABILITY

This policy applies to all forms of communication including but not limited to film, video, print
media, public or private speech, use of all Internet services, including the World Wide Web, email,
file transfer, remote computer access, news services, social networking, social media, instant
messaging, blogs, forums, video and other file sharing sites.
10.6.2

POLICY

Public employees occupy a trusted position in the community, and thus, their statements have
the potential to contravene the policies and performance of this department. Due to the nature
of the work and influence associated with the law enforcement profession, it is necessary that
employees of this department be subject to certain reasonable limitations on their speech and
expression. To achieve its mission and efficiently provide service to the public, the Wheaton
Police Department will carefully balance the individual employee’s rights against the
department’s needs and interests when exercising a reasonable degree of control over its
employees’ speech and expression.
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Employees are never authorized to speak on behalf of the Wheaton Police Department, or, to
represent that they do, unless, they have specific written authorization from the Chief of Police.
The Use of City Computers and Computer Security are outlined in the Information Security Policy
and Program. All Police Department employees are required to understand and shall adhere to
that policy.
10.6.3

SAFETY

Employees should carefully consider the implications of their speech or any other form of
expression when using the Internet. Speech and expression that may negatively affect the safety
of the Wheaton Police Department employees, such as posting personal information in a
public forum, can result in compromising an employee’s home address or family ties. Employees
should therefore not disseminate or post any information on any forum or medium that could
reasonably be anticipated to compromise the safety of any employee, an employee's family, or
associates. Examples of the type of information that could reasonably be expected to
compromise safety include:
a. Disclosing a photograph and name or address of an officer who is working undercover.
b. Disclosing the address of a fellow officer.
c. Otherwise disclosing where another officer can be located off-duty.
10.6.4

PROHIBITED SPEECH, EXPRESSION AND CONDUCT

To meet the department’s safety, performance and public-trust needs, the following are
prohibited unless the speech is otherwise protected (for example, an employee speaking as a
private citizen, including acting as an authorized member of a recognized bargaining unit or
officer associations, on a matter of public concern):
a. Speech or expression made pursuant to an official duty that tends to compromise or
damage the mission, function, reputation or professionalism of the Wheaton Police
Department or its employees.
b. Speech or expression that, while not made pursuant to an official duty, is significantly
linked to, or related to, the Carol Stream Police Department and tends to compromise or
damage the mission, function, reputation or professionalism of the Wheaton Police
Department or its employees. Examples may include:
1. Statements that indicate disregard for the law or the state or U.S. Constitution.
2. Expression that demonstrates support for criminal activity.
3. Participating in sexually explicit photographs or videos for compensation or
distribution.
c. Speech or expression that could reasonably be foreseen as having a negative impact on
the credibility of the employee as a witness. For example, posting statements or
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d.

e.
f.

g.

h.

expressions to a web site that glorify or endorse dishonesty, unlawful discrimination, or
illegal behavior.
Speech or expression of any form that could reasonably be foreseen as having a negative
impact on the safety of the employees of the Department. For example, a statement on
a blog that provides specific details as to how and when prisoner transportations are
made could reasonably be foreseen as potentially jeopardizing employees by informing
criminals of details that could facilitate an escape or attempted escape.
Speech or expression that is contrary to the canons of the Law Enforcement Code of Ethics
as adopted by the Wheaton Police Department.
Use or disclosure, through whatever means, of any information, photograph, video or
other recording obtained or accessible as a result of employment with the Department
for financial or personal gain, or any disclosure of such materials without the express
authorization of the Chief of Police or the authorized designee.
Posting, transmitting or disseminating any photographs, video or audio recordings,
likenesses or images of department logos, emblems, uniforms, badges, patches, marked
vehicles, equipment or other material that specifically identifies the Wheaton Police
Department on any personal or social networking or other website or web page, without
the express authorization of the Chief of Police.
Accessing web sites for non-authorized purposes, or use of any personal communication
device, game device or media device, whether personally or department-owned, for
personal purposes while on-duty, except in the following circumstances:
1. When brief personal communication may be warranted by the circumstances
(e.g., inform family of extended hours).
2. During authorized breaks; such usage should be limited as much as practicable
to areas out of sight and sound of the public and shall not be disruptive to the
work environment.

Employees must take reasonable and prompt action to remove any content, including content
posted by others, that is in violation of this order from any web page or website maintained by
the employee (e.g., social, or personal website).
10.6.4.1

UNAUTHORIZED ENDORSEMENTS AND ADVERTISEMENTS

While employees are not restricted from engaging in the following activities as private citizens or
as authorized members of a recognized bargaining unit or officer associations, employees may
not represent the Wheaton Police Department or identify themselves in any way that could be
reasonably perceived as representing the Wheaton Police Department in order to do any of the
following, unless specifically authorized by the Chief of Police:
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a.
b.
c.
d.

Endorse, support, oppose or contradict any political campaign or initiative.
Endorse, support, oppose or contradict any social issue, cause, or religion.
Endorse, support, or oppose any product, service, company, or other commercial entity.
Appear in any commercial, social, or nonprofit publication or any motion picture, film,
video, public broadcast or on any web site.

Additionally, when it can reasonably be construed that an employee, acting in his/her individual
capacity or through an outside group or organization (e.g., bargaining group), is affiliated with
this department, the employee shall give a specific disclaiming statement that any such speech
or expression is not representative of the Wheaton Police Department.
Employees retain their right to vote as they choose, to support candidates of their choice and
to express their opinions as private citizens, including as authorized members of a recognized
bargaining unit or officer associations, on political subjects and candidates at all times while off
duty.
However, employees may not use their official authority or influence to interfere with or affect
the result of an election or a nomination for office. Employees are also prohibited from directly
or indirectly using their official authority to coerce, command or advise another employee to pay,
lend or contribute anything of value to a party, committee, organization, agency or person for
political purposes (5 USC § 1502)).
10.6.5

PRIVACY EXPECTATION

Members forfeit any expectation of privacy with regard to e-mails, texts or anything published
or maintained through file-sharing software or any Internet site (e.g., Facebook) that
is accessed, transmitted, received, or reviewed on any department technology system (see the
Information Technology Use Department Order for additional guidance).
10.6.5.1

PERSONAL ONLINE ACCOUNTS

The Department shall not request, require, or coerce any applicant or employee to divulge any
username, password, or related account information in order to gain access to the applicant or
employee’s personal online account, nor shall the Department demand access in any manner to
an applicant or employee’s account or profile on a personal online account (820 ILCS 55/10).
Members may be required to share specific content that has been reported to the Department,
without requesting or requiring members to provide access to their personal online account, as
set forth in 820 ILCS 55/10.
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10.6.6

CONSIDERATIONS

In determining whether to grant authorization of any speech or conduct that is prohibited under
this policy, the factors that the Chief of Police or authorized designee should consider include:
a. Whether the speech or conduct would negatively affect the efficiency of delivering public
services.
b. Whether the speech or conduct would be contrary to the good order of the Department
or the efficiency or morale of its members.
c. Whether the speech or conduct would reflect unfavorably upon the Department.
d. Whether the speech or conduct would negatively affect the member’s appearance of
impartiality in the performance of his/her duties.
e. Whether similar speech or conduct has been previously authorized.
f. Whether the speech or conduct may be protected and outweighs any interest of the
Department.
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10.7.1

PURPOSE

This department order is designed to prepare the agency for the event of an active-duty
employee's death in the line of duty and to direct the agency in providing proper support for
the deceased employee's family.
The Chief of Police may institute parts of this order for cases of a member’s natural or non-duty
death.
10.7.2

POLICY

It is the policy of the Wheaton Police Department to provide members of the agency to act as
liaisons to the immediate survivors of any member who dies or is seriously injured in the line of
duty. The Wheaton Police Department will assist in providing tangible and intangible emotional
support to the family. The wishes of the family will take precedent over any portion of this
department order.
10.7.3

DEFINITIONS

Line-of-Duty Death: The death of an active-duty employee during the course of performing
police functions while on- or off-duty.
Survivors: Immediate family members of the deceased employee to include spouse, children,
parents, siblings, fiancée and/or significant others.
10.7.4

PROCEDURES

The following procedures shall be adhered to in cases of line-of-duty deaths and in cases of
critically injured employees with poor prognosis of survival. These procedures shall be followed
whenever possible with the understanding that the wishes of the family take precedence over
the desires of the agency. Employees providing services and assistance to family members and
survivors shall take all possible measures to accommodate their needs, wishes and desires, but
should not make promises to family members that they are not confident can be met.
The on-duty supervisor shall assign an officer to safeguard the employee's body at the scene,
during transport and at the medical facility, until relieved by commanding employee direction.
a. The name of the deceased employee shall not be released to the media or other
parties before immediate survivors are notified.
b. The Chief of Police or Lieutenant will designate a Command Officer to inform the
immediate family of the employee's condition or death.
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c. Notification of the immediate family should be made as soon as possible and, if
possible, subsequent to command notifications.
d. Notification of survivors in the immediate area should be made in person and,
whenever appropriate, with another person. Whenever the health of the
immediate survivors is a concern, emergency medical services personnel shall be
requested to stand by.
e. If the opportunity to get the family to the hospital exists prior to the employee's
death, notification employees shall inform the hospital liaison employee that the
family is on its way. In such cases, immediate transportation shall be provided for
survivors rather than waiting for any other members of the departmental
delegation to arrive. If the employee has died, notification should be made to the
survivors in as forthright and empathetic a manner as possible.
f. Communication of information concerning the employee and the incident shall be
restricted. Should the media obtain the employee's name prematurely, the
ranking officer should request that the information be withheld until proper
notification of survivors can be made and make no statements to the media
concerning the incident.
g. The notification officer shall be responsible for identification of additional
survivors and shall make any notifications as desired by the immediate family.
Such notifications shall be made by contacting the law enforcement agency in that
jurisdiction and requesting that a personal notification be made.
h. The notification officer shall submit a written report to the Chief of Police
specifying the identity, time and place of survivors notified.
10.7.5

ASSISTING SURVIVORS AT THE HOSPITAL

Whenever possible, the Chief of Police or a Deputy Chief of Police shall join the family at the
hospital in order to emphasize the agency's support. The next highest-ranking officer to arrive
at the hospital shall serve as or designate a hospital liaison officer who shall be responsible for
coordinating the arrival of immediate survivors, departmental personnel, the media, and others
and assume the following responsibilities:
a. Arrange for waiting facilities for immediate survivors and a press staging area.
Every effort shall be made to ensure securing the area from press and media to
prevent access to the survivors. The desires of the surviving family members
should be followed with regard to their accessibility to other employees and
friends.
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b. Ensure that medical personnel provide pertinent medical information on the
employee's condition to the family before any other parties.
c. Assist family members, in accordance with their desires, in gaining access to the
injured or deceased employee.
d. Provide hospital personnel with all necessary information on billing for medical
services. The liaison employee should ensure that all medical bills are directed
to the appropriate departmental authority and that they are not forwarded to
the employee's family or other survivors.
e. Arrange transportation for the family and other survivors upon their departure
from the hospital.
f. Ensure that immediate family members are provided with appropriate assistance
at the hospital.
10.7.6

APPOINTMENT OF DEPARTMENT COORDINATION PERSONNEL

The designated departmental officer(s) shall begin serving in the following capacities:
department liaison, funeral liaison, benefits coordinator, and family support advocate. These
assignments will be made in writing to departmental personnel and the surviving family
members will be informed of those designated. In addition, the Chief of Police or his designee
will:
a. Make additional personnel assignments to assist in handling incoming phone
calls and inquiries and to direct the public to appropriate personnel;
b. Ensure that the City Human Resources is contacted to assist surviving family
members; and,
c. Ensure other employees are provided the opportunity to participate in critical
incident stress debriefings and status reports on the employee's condition or
circumstances of his/her death.
10.7.7

DEPARTMENT LIAISON

The department liaison officer will serve as a facilitator between the family and the Police
Department. This individual will normally be a commanding officer in order to expedite the
tasks of employing departmental resources and the delegation of assignments. The
Department Liaison will work closely with the Funeral Liaison Officer to ensure that the needs
and requests of the family are fulfilled. This includes, but is not necessarily limited to, the
following:
a. Providing oversight of travel and lodging arrangements for out-of-town family
members.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

LINE-OF-DUTY DEATHS 10.7
b. Identifying alternative churches and funeral homes that will accommodate the
funeral and/or memorial services. These alternatives will be presented to the
family, who will make the final determination.
c. Coordinating all official law enforcement notifications and arrangements to
include the honor guard, pallbearers, traffic control and liaison with visiting law
enforcement agencies.
d. Assisting family members in dealing and screening general media inquiries and
informing them of limitations on what specific statement(s) they should make to
the media.
e. The Deputy Chief of Support shall liaison with the media to include coordination
of any statements and press conferences. The Deputy Chief of Support shall also
ensure that members of the agency are aware of restrictions regarding release of
any information concerning the incident.
f. Ensuring that security checks of the survivor's residence are initiated
immediately following the incident and for as long as necessary thereafter.
10.7.8

FUNERAL LIAISON

The funeral liaison officer acts as facilitator between the decedent employee's family and the
department during the wake and funeral. The funeral liaison officer is responsible for
a. Meeting with family members and explaining his/her desire to assist them;
b. Being available to the family prior to and throughout the wake and funeral;
c. Ensuring that the needs and wishes of the family come before those of the
department, other than those which might conflict with prosecutorial needs;
d. Assisting the family in working with the funeral director regarding funeral
arrangements;
e. Relaying any information to the family concerning the circumstances of the
decedent employee's death and appropriate information regarding any
investigation;
f. Determining the need for travel arrangements for out-of-town family members
and any other special needs of the family during the funeral and reporting this
information to the department liaison; and,
g. Briefing the family members on the procedures involved in the law enforcement
funeral.

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

LINE-OF-DUTY DEATHS 10.7
10.7.8

BENEFITS COORDINATOR

The Benefits Coordinator is responsible for:
a. Filing workers' compensation claims and related paperwork;
b. Presenting information on all benefits available to the family;
c. Documenting inquiries and interest in public donations to the family and
establishing a mechanism for receipt of such contributions, as appropriate;
d. Preparing all documentation of benefits and payments due survivors to include
the nature and amount of benefits to be received by each beneficiary, the
schedule of payments and the name of a contact person or facilitator at each
benefit or payment office;
e. Filing all benefits paperwork and maintaining contact with the family in order to
ensure that benefits are being received. A copy of benefits documentation
should be provided to all survivors affected and explained to each of them; and,
f. Advising the surviving family of the role of police associations and organizations
and the nature of support programs that they sponsor for law enforcement
survivors.
10.7.9

FAMILY SUPPORT ADVOCATE

The Family Support Advocate will serve in a long-term liaison and support capacity for the
surviving family. The duties of this individual include:
a. Providing contact with surviving family members in order to keep them abreast
of criminal proceedings relating to the death of their family member;
b. Accompanying surviving family members to criminal proceedings, explaining the
nature of the proceedings, and introducing them to prosecutors and other
persons as required;
c. Identifying all support services available to family members and working on their
behalf to secure any services necessary;
d. Maintaining routine contact with family members to provide companionship and
emotional support and maintain an ongoing relationship between the
department and the immediate family; and
e. Relaying the concerns and needs of the family to those individuals or
organizations that may provide assistance and encouraging others to visit and
help as necessary.
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HIRING AND SELECTION 10.9
10.9.1

PURPOSE

To identify the guidelines of the selection and hiring process for the position of police officer with
the City of Wheaton, consistent with Equal Employment Opportunity (EEO) practices and
professional standards.
10.9.2

POLICY

In conjunction with the Wheaton Board of Fire and Police Commissioners, it is the policy of the
Wheaton Police Department to be a fair and equal opportunity employment agency. Applicants
shall be considered only on the basis of their qualification relative to experience, physical and
mental and psychological fitness, abilities, skills, knowledge and their personal character and
integrity as they relate to the performance of duties as a member of the Police Department for
the City of Wheaton. No discrimination shall be exercised in any manner by any Official, Agent
or employee of the City against or in favor of any applicant or employee because of political or
religious opinions, sex, age, race, ethnic background, or any other status protected by law.
The Wheaton Police Department maintains an efficient, effective, and unbiased employee
selection process. The objective of the selection process is to acquire those individuals who have
the quality of character and best possess the skills, knowledge, and abilities necessary for success
in the field of law enforcement. The components and procedures utilized in the selection process
shall comply with both ordinance and statutory requirements. They shall also adhere to job
related, non-discriminatory practices to ensure the professional standards of validity.
10.9.3

HIRING AND SELECTION

The Wheaton Police Department, in conjunction with the Board of Fire and Police
Commissioners, shall maintain an efficient, effective, and impartial selection process for the
position of Police Officer. The components and procedures shall comply with all City of
Wheaton local ordinances, the City of Wheaton Employee Manual and the Rules and
Regulations of the Wheaton Fire and Police Commissioners.
The qualifications, requirements and selection process are located in the Rules and Regulations
of the Wheaton Fire and Police Commissioners.
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10.12.1

PURPOSE

The Chief of Police shall maintain records of all complaints made against the Department or its
members. All documented complaints will be distributed through the proper chain of command.
Complaints shall be accepted from any source, whether made in person, by mail/e-mail or by telephone.
In cases in which the complainant cannot file the report in person, Department personnel may visit the
individual at his/her home, place of business, or other location to complete the report.
Any employee, who receives a complaint of any kind against the Police Department or a Department
member, either by telephone or in person, shall transfer the call or refer the person to the lieutenant, or
in his/her absence to the sergeant. Complaints against civilian employees will be referred to the
appropriate manager or supervisor.
The Lieutenant, Sergeant, or Supervisor shall explain the complaint procedure to the complainant and
request his/her full cooperation.
The Lieutenant, Sergeant or Supervisor receiving a phone complaint shall make arrangements for the
complainant to come to the Police Department to fill out an affidavit of complaint form. If the
complainant is unable or unwilling to come to the Police Department, the person taking the complaint
shall obtain the necessary details from the complainant on the telephone and make a written report,
utilizing the affidavit of complaint form. The Lieutenant, Sergeant or Supervisor taking the complaint
shall then sign the affidavit. The complainant shall be advised that he/she will be contacted later by a
representative of the department.
In the event the complainant is unknown or anonymous and does not wish to sign an affidavit of
complaint form, the complaint shall still be documented by the supervisor taking the complaint, on the
affidavit of complaint form, and the supervisor shall sign the affidavit and then forward the document to
the Deputy Chief of Operations. A complaint made in an anonymous manner must be judged on its own
merits to determine the depth of investigation required. No employee will fail to accept a complaint
solely because the complainant wishes to remain anonymous.
When a complainant comes into the Police Department, the person taking the complaint shall provide
the complainant any necessary assistance in completing the report.
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10.13.1

PURPOSE

The ability of this agency to meet current and long-range goals and objectives in an efficient and
effective manner is largely dependent upon the level of skill, knowledge and ability members
bring to their individual assignments, duties, and responsibilities. Therefore, it is the policy of the
Wheaton Police Department to provide, to the degree possible, counseling, training, and
professional development opportunities, and assistance to members in choosing, preparing,
entering, and progressing in agency job assignments and job specialties. The Wheaton Police
Department is dedicated to providing individuals professional growth opportunities that will
promote production, efficiency and effectiveness in job performance and improve the level of
service to the community and overall level of job satisfaction.
10.13.2

PHILOSOPHY

The Wheaton Police Department philosophy is to promote the personal and professional
development of its people. Officers who are well-trained and knowledgeable on modern policing
concepts will perform better and make better decisions. The department commits to the
continuous professional growth of its people through internal and external training.
The Wheaton Police Department utilizes traditional learning methods as well as dynamic
scenario-based training. All employees shall receive training annually to stay abreast of modern
policing philosophies, technical knowledge, and advanced specialization to improve their overall
competence in their role and prepare them for future challenges.
10.13.3

ACADEMY

Pursuant to the Police Training Act, 50 ILCS 705/8.1 of the Illinois Compiled Statutes, all
probationary police officers will attend and successfully complete the prescribed course of
studies at a police training academy approved by the Illinois Law Enforcement Training &
Standards Board (ILETSB). No probationary police officers will be permitted to perform
sanctioned police duties prior to successfully completing such formal academy training. The
intent of this requirement is to ensure that all officers serving the City of Wheaton have
completed the agency required law enforcement basic training academy and are certified peace
officers of the State of Illinois.
Officers must successfully complete the Minimum Standards Basic Law Enforcement Training
Course or a similar ILETSB-approved training program within six months of full-time employment
(50 ILCS 705/8.1).
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The basic training requirement may be waived if the employee is eligible for certification by
meeting training and certification standards within the parameters, extensions, and exceptions
set by ILETSB (50 ILCS 705/8.1).
The training officer shall serve as a liaison with the staff of the Police Training Academies, keeping
channels of communication open in order to monitor the progress of recruits. The training officer
is also a departmental resource for recruits attending the academy.
10.13.4

REIMBURSEMENT OF EXPENSES

As indicated in the Rules and Regulations of the Board of Fire and Police Commissioners, in the
event a member of the Police Department resigns from a position with the department prior to
the expiration of three (3) years of continuous employment, the resigning member-employee of
the department shall reimburse the City of Wheaton the costs of the member-employee’s
training and education which are not reimbursed through other agencies together with related
costs for uniforms as follows:
Length of Employment

Percentage of Reimbursement

0-1 Year

100%

1-2 Years

50%

2-3 Years

25%

Prior to appointment as a probationary officer, the appointees shall sign a document reciting
their agreement regarding reimbursement as provided for in this section or any other
reimbursement requirement established by ordinance or amendment to ordinances subsequent
to adoption of these rules.
10.13.5

POST-ACADEMY TRAINING

In addition to the police academy, all probationary officers will receive a minimum of 80-hours
in-house training at the Wheaton Police Department prior to the beginning of their Field Training
and Evaluation Program. It is the responsibility of the Field Training Coordinator and Training
Officer to develop, review, and update the post academy training plan. The post academy training
will include, but is not limited to:
1. 16-hour rifle familiarization/qualification
2. 8-hour basic pistol familiarization/qualification
3. 8-hour LLIM familiarization/Taser

2

TRAINING AND CAREER DEVELOPMENT 10.13
4.
5.
6.
7.
8.
9.

8-hour search and seizure review/use of force lecture and scenarios
8-hour WebRMS, FBR, MPS, SharePoint, BEAST
8-hour team tactics/building searches/rapid deployment
8-hour squad operations/high-risk traffic stops
8-hour policy review and acknowledgment
8-hour officer wellness/Narcan

10.13.6

INTERNAL TRAINING

It is the goal of the Wheaton Police Department that personnel be kept up to date with new laws,
technological improvements and revisions in departmental orders, standard operating
procedures, rules, and regulations. In doing so, the Wheaton Police recognizes the need for inservice training. At a minimum, all employees will be required to attend in-service training, as
directed by their supervisor. These topics include, but are not limited to, the following:
a. 12 hours of hands-on, scenario-based role-playing.
b. 6 hours of instruction on use of force techniques, the use of de-escalation techniques to
prevent or reduce the need for force whenever safe and feasible.
c. 6 hours of training on law concerning stops, searches, and the use of force under the
Fourth Amendment of the United States Constitution.
d. 6 hours of training focused on high-risk traffic stops.
e. Review of statutory or case law affecting law enforcement operations with emphasis on
changes.
f. Trained, or at minimum provided information, on newly enacted laws and revisions to
laws relating to the agency’s responsibilities.
g. Review of department orders on the use of force, including the use of deadly force.
h. Review of department order on motor vehicle pursuits.
10.13.7

TRAINING PLAN

It is the responsibility of the Administrative Training Sergeant and the Training Officer to develop,
review, update and maintain a training plan and to ensure that mandated basic, in-service and
Department required training is completed by all members as needed or required. The training
plan should include the anticipated costs associated with each type of training. The plan should
include a systematic and detailed method for recording and logging of all training for all
members.
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While updates and revisions may be made to any portion of the training plan at any time it is
deemed necessary, the Administrative Training Sergeant and Training Officer shall review the
entire training plan on an annual basis.
The plan will include information on curriculum, training material, training facilities and
scheduling. The plan will address federal, state and Department required, minimum-mandated
training of officers and other members.
10.13.8

STATE-MANDATED TRAINING

a. State-mandated training requirements every year include (50 ILCS 705/7):
1. Emergency Medical Response Training and Certification
2. Crisis Intervention Training
3. Officer Wellness and Mental Health
4. Law Updates
5. Firearms Training/Qualifications
b. State-mandated training requirements every three years include (50 ILCS 705/7; 50 ILCS
705/10.19; 725 ILCS 203/20):
1. Constitutional and Proper Use of Law Enforcement Authority
2. Procedural Justice
3. Civil Rights
4. Human Rights
5. Reporting Child Abuse and Neglect
6. Cultural Competency
7. Implicit Bias and Racial and Ethnic Sensitivity
8. Trauma Informed Response to Sexual Assault
9. The Psychology of Domestic Violence
10.13.9

ESTABLISHED TRAINING PROGRAM

The Wheaton Police Department is dedicated to providing opportunities for continued
professional growth and development. This includes training that is advanced, specialized, and
continues to challenge the men and women of the agency so that personnel will be provided the
knowledge to perform their assigned duties.
The goal is to better prepare personnel to act in a professional and knowledgeable manner, to
promote greater productivity and effectiveness in job performance, to increase the safety and
welfare of all personnel, and for a better delivery of services to the community.
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More importantly, it is through career development activities that the upward mobility of all
personnel may be enhanced by specific opportunities for professional growth and improved job
performance.
The Established Training Program was developed to provide sworn personnel serving within years
1-4 the same external training opportunities to enhance skills, knowledge, and abilities. Each
officer will attend courses identified within the specified training curriculum. It is the
responsibility of the Administrative Sergeant to identify courses similar to those identified within
the class descriptions, which coincide with the training curriculum, and ensure officers are
enrolled/registered accordingly. Additionally, it is the responsibility of the Administrative
Sergeant and Training Officer to provide a systematic and detailed method for recording and
logging of all training attended for all members.
See Appendix A for Established Training Program
10.13.10

CAREER DEVELOPMENT

Supervisors will discuss career goals with each employee; the discussion will focus on promoting
productivity, efficient and effective job performance, along with improving the overall level of
individual job satisfaction and to enhance upward mobility of employees. Individual career path
or training needs should be identified and requested in accordance with subsection titled
“Training Needs Assessment.”
Career development has two prongs: short-term and long-term career development. When
soliciting short-term career development external training, supervisors shall consider the
individuals ability, specialty need and budgetary allotments prior to requesting
enrollment/registration.
Short-term career development will occur internally and externally. Direct supervisors will
provide input and opportunities for continued “on-the-job” training for the development of skills,
knowledge, and abilities for officers.
See Appendix B for Short-Term Career Development
Long-term career development consists of advanced training, usually conducted outside the
agency, and relates to higher learning or is training that would not be cost effective to duplicate
in-house. Advanced training may be utilized to enhance skills, knowledge, and the abilities of
personnel in specialized assignments or seeking career development.
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When an officer is assigned to a specialty assignment, training should be obtained either prior to
or as soon as possible after assignment to a specific position. Employees newly assigned to these
functions will also receive on-the-job training established by their direct supervisor.
All external training pertaining to short-term and long-term career development shall be
identified and requested in accordance with subsection titled “Training Needs Assessment.”
See Appendix C for Long-Term Career Development
Additionally, it is the responsibility of the direct supervisor to promote and document each
officer’s short-term and long-term career goals. In order to do this efficiently and effectively. A
“Semi-Annual Career Development Assessment” was created to guide the employee and
supervisor set and manage short-term and long-term career goals. Additionally, the Career
Development Assessment will provide goals and objectives to provide a roadmap for personnel
to achieve. This will ensure officers are receiving the appropriate training in accordance with the
Established Training Program and to promote officer’s short-term and long-term career goals.
See Appendix D for Semi-Annual Career Development Assessment.
10.13.11

SKILL DEVELOPMENT TRAINING RELATIVE TO PROMOTION

It shall be the policy of the Wheaton Police Department to provide personnel that are promoted,
involved in the promotional process, or otherwise demonstrated a desire for promotion, with the
skills necessary for the duties and responsibilities of the position. This may include, but not be
limited to, training in supervisory management, participation in structured training programs,
administrative considerations, budgeting, and personnel. Training will be in the form of attending
external training opportunities, as well as in-service training.
10.13.12

TRAINING NEEDS ASSESSMENT

Annually, the command staff, along with the Training Officer will conduct a training-needs
assessment of the Department. These meetings will occur prior to external training being
released, to ensure training is proportionate and in accordance with this order. The trainingneeds assessment will address internal and external training needs. Internally, the training-needs
assessment will be the basis for the training plan each year.
Externally, the training-needs assessment will follow the Established Training Program along with
the Career Development Assessment for each officer. External training will be identified on a
quarterly basis, identifying specific training courses prior to their release, selecting officers based
upon needs, abilities, and staffing in a fiscally responsible manner.
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10.13.13

PROVIDING RESOURCES

The Department shall make available to the training academy and other outside agencies, its
facilities, staff, instructors, and resources when the Chief of Police determines that to do so would
enhance the training efforts of all concerned and the request will not lessen the training efforts
or level of service to the community provided by the Department.
10.13.14

TRAVEL/MEAL EXPENSES

Non-Sworn Employees and Sworn Employees not subject to a Collective Bargaining Agreement
(CBA) will receive travel expense reimbursement in accordance with the most current City of
Wheaton Employee Manual.
Sworn Employees who are subject to a CBA will receive travel expense reimbursement in
accordance with their respective CBA.
The Training Officer shall be responsible for the preparation of the Travel Expense Report for
external training which will indicate the amount of funds the member shall receive for mileage
and meals compensation. After receiving Department Head approval, the Travel Expense Report
is transmitted to the Finance Department. The Finance Department prepares a check in the
appropriate amount of funds and forwards the check and the copy of the Travel Expense Report
to the affected officer.
For the purposes of this order, any in-service training which lasts the entire workday and is
conducted outside the City of Wheaton or contiguous communities; The affected Officer shall
complete a Travel Expense Report for meal expenses only and forward it to the Training Officer.
10.13.15

TRAINING COMMITTEE

The Chief of Police shall establish a Training Committee, which will serve to assist with identifying
training needs for the Department.
The Training Committee should be comprised of at least three members, with a Deputy Chief
acting as the chairperson. Members should be selected based on their abilities at post-incident
evaluation and at assessing related training needs.
The Training Committee should review certain incidents to determine whether training would
likely improve future outcomes or reduce or prevent the recurrence of the undesired issues
related to the incident. Specific incidents the Training Committee should review include:
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a.
b.
c.
d.
e.

Any incident involving use of force.
Any incident involving a motor vehicle pursuit.
Any incident involving a department vehicle crash.
Any high-risk incident deemed appropriate by a supervisor or committee member.
Other incidents identified by a supervisor or committee member.

The Training Committee should convene on a regular basis as determined by the chairperson to
review the identified incidents. The committee shall determine by consensus whether a training
need exists and then submit written recommendations of its findings to the chairperson. The
recommendation should not identify specific facts of any incidents, such as identities of
employees involved or the date, time, and location of the incident, but should focus on the type
of training being recommended. The Training Committee review and recommendation will be
separate from any supervisory review and will convene after the supervisory review has been
completed and approved through the chain of command.
The chairperson will consider the recommendations of the committee and determine what
training should be addressed, taking into consideration the mission of the Department and the
available resources.
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APPENDIX A
ESTABLISHED TRAINING PROGRAM
TRAINING CURRICULUM
Law Updates

YEARS 1-2

CLASS DESCRIPTIONS
Laws of Arrest, Procedural Justice, Dale
Anderson, Testifying in a DUI Trial
Breath Op, D.W.I Detection & SFST Training
Course, Comprehensive Impaired Driving
Enforcement
Basic Patrol Tactics, De-Escalation, and Smarter
Policing
How Law Enforcement Careers Affect Family Life,
Officer Health, Wellness and Fitness Training

Impaired Driving Enforcement
Personal Tactics
Officer Wellness

YEARS 2-3

TRAINING CURRICULUM
Crisis Intervention Training
Trauma Informed Response to Sexual Assault

CLASS DESCRIPTIONS
40-hour Crisis Intervention Team
8-hour Trauma Informed Response to Sexual
Assault
Enforcing Illinois Cannabis Laws

Constitutional and Proper Use of Law
Enforcement Authority

TRAINING CURRICULUM
Impaired Driving Enforcement
Constitutional Law
Civil Rights

YEARS 3-4

CLASS DESCRIPTIONS
ARIDE
Juvenile Court Act, Criminal Related Interviewing
Report Writing for Patrol Officers

Specialized Development

YEARS 4-5
See Short-Term Career Development Tables

Specialized Development

YEARS 5+
See Long-Term Career Development Tables
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APPENDIX B
SHORT-TERM CAREER DEVELOPMENT

•
•
•

•
•

•
•

ACCIDENT INVESTIGATOR
Internal Development
External Training
Shadow Current AI’s
• Crash Investigation Level 1
Assist in traffic crash reconstruction
• Illinois Traffic Crash for Patrol
Shadow MERIT Reconstruction Team

ALICE INSTRUCTOR
Internal Development
External Training
Demonstrate Proficient Tactics
• ALICE Certified Instructor Course
Shadow ALICE Training and Scenarios
• Rapid Deployment
• Stop the Bleed

BIKE PATROL
Internal Development
Attend Internal Bike Patrol Training
•
Personal Participation in Fitness Initiative
•

Specialty
Emergency Vehicle Operations Instructor

CADRE
•
•
•
•
•
•
•

Tactical Officer Instructor

•
•
•
•
•

Use of Force Instructor
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External Training
Police Mountain Bike Program
Police Mountain Bike Repair

External Training
Receive EVOC Internal Training
Assist current CADRE Members with
Internal Training
NEMERT 8-hour EVOC
40-hour Instructor Development
Self-Aid / Buddy Aid
Rescue Task Force
High-Risk Felony Traffic Stop Techniques
and Tactics
MACTAC, Urban Tactics
Rapid Deployment
40-hour Instructor Development
Use of Force Train-the-Trainer
Ground Fighting Control Tactics
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•
•
•
•
•
•
•

Weapons Instructor

•
•
•
•

•
•

Scenario Based Use of Force Decision
Making for Law Enforcement
Foundational Defense Tactics Instructor
40-hour Instructor Development
40-hour Firearms Instructor
Close Quarter Handgun Skills Level I / II
40-Hour Rifle/Carbine Instructor
VORTEX Level I: Vehicle Operations and
Rescue Tactics
Oleoresin Capsicum Instructor Training
Taser Instructor Training
LLIM Trainer
40-hour Instructor Development

CELL PHONE FORENSICS OFFICER
Internal Development
External Training
Demonstrate Quality Patrol Investigative
• Cellebrite Certification
Techniques
Shadow active Cellphone Forensics
Officer through extraction and analysis

DRUG RECOGNITION EXPERT

•
•

•
•

Internal Development
Demonstrate Proficiency with DUI
Enforcement
Perform walk-along with DRE during an
evaluation

•
•
•
•
•

External Training
Prerequisite ARIDE
Advanced DUI Enforcement
Designer Drug Awareness
Street Drugs
Drug Recognition Expert Certification

ELDERLY SERVICE OFFICER
Internal Development
External Training
Shadow Current ESO
• Elderly Service Officer Certification (AG’s
Office)
Assist Elderly Service Referrals
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•
•
•

•
•
•

EVIDENCE TECHNICIAN
Internal Development
External Training
Shadow Active Evidence Technicians
• Basic Police Photography
Participate in processing of scenes
• Footwear Impressions Evidence
Workshop
Demonstrate quality patrol investigative
techniques
• Latent Print Technology Workshop
• 40-hour Basic Evidence Technician

FIELD TRAINING OFFICER
Internal Development
External Training
Demonstrate quality patrol
• 40 Hour Field Training Officer
investigative/tactical techniques
(Sokolove Model)
Perform walk-along with Field Training
Officer during completion of DOR &
Tactical Roleplay
Serve as Mentor within the Department’s
Mentor Program

FITNESS INITIATIVE

•

Internal Development
Active Participation in Fitness Initiative

•
•
•

External Training
Officer Health, Wellness and Fitness
911 Fitness Training Certification and / or
ACE Personal Training Certification

HONOR GUARD MEMBER

•
•
•

Internal Development
Demonstrate Commitment & Reliability
Shadow Honor Guard Member During
Assignment
Participate in Honor Guard Training

•
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External Training
40 Hour Honor Guard Academy
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•
•
•
•
•

JUVENILE OFFICER
Internal Development
External Training
Shadow Juvenile Officers and SRO’s
• 40-hour juvenile specialist program
Assist with juvenile screening process
• Cyber-bullying/Sexting Investigations
Assist with juvenile disposition
• Interviewing Children
• Juvenile Interrogation and Delinquency
Assist with MRAI
Update
Assist with juvenile interview

•

OFFICER WELLNESS
Internal Development
External Training
Participate in Internal Officer Wellness
• 40-hour Peer Support for Public Safety
Training
• Financial Resource Officer Training
• Emotional Intelligence for LEO’s

•
•
•

Internal Development
Attend Internal Training for sUAS
Participation as a spotter
Observe operational piloting by license
sUAS operator

sUAS
•
•
•
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External Training
Intro to UAV-Piloting Drones
Online UAV Part 107 Prep and/or
40-Hour UAV / Drone Operator
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APPENDIX C
LONG-TERM CAREER DEVELOPMENT

•
•
•
•

•
•
•
•
•

•
•
•
•
•

COMMUNITY ENGAGEMENT OFFICER
Prerequisite Training and Standards
External Training
Experience in public speaking
• Media Relations for Law Enforcement
engagements
• Implementing a Social Media Strategy for
Law Enforcement Agencies
Involvement with community
engagement events
• Delivering Effective Internet Safety
Presentations
Strong ability to interact with children
and other members of the public
• Crime Free Multi-Housing Program
Perform walk-along with Community
Engagement Officer

GENERAL CASE DETECTIVE
Prerequisite Training and Standards
External Training
Demonstrate quality patrol investigative
• Sex Crimes Investigation
techniques
• Lead Homicide Investigator Course
Perform a micro-assignment within
• Evidence Based Interviewing &
investigations
Interrogation
Assist Investigations: search warrant,
• 40-hour Basic Investigations Skills
surveillance, etc.
Juvenile Officer
Evidence Technician

MERIT SWAT/ILEAS WMD/ILEAS MOBILE FIELD FORCE
Prerequisite Training and Standards
External Training
Demonstrate quality patrol
• Team Tactics
investigative/tactical techniques
• Illinois Traffic Crash for Patrol
Perform walk-along with MERIT
• Close Quarter Handgun Skills Level III / IV
SWAT/WMD on Training Day
• VORTEX Level II: Vehicle Operations and
Training on Search & Team Tactics with
Rescue Tactics
Active Members
• Explosive Recognition for Police and NonClose Quarter Handgun Skills Level I
Sworn Personnel
Self-Aid / Buddy Aid
• Ballistic Shield Instructor
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•
•
•
•
•

•
•
•

•
•
•
•

OFFICER IN CHARGE
Requisite Training and Standards
External Training
Demonstrate quality patrol
• Quarterly: Perform Walkalong with
investigative/tactical techniques
Supervisor
Perform a walk-along(s) with current
• 40 Hour First Line Supervisory Skills
Sergeant
Program
Field Training Officer
• Risk Management, Civil Liability &
Section 1983
Juvenile Officer
• Acting Patrol Officer in Charge
Participation in Secondary OIC Program
• Incident Command for Improved Patrol
Response
• Constructive Performance Appraisal
Through Behavioral Coaching
• Legal Aspects of Police Management
• Arrest, Search, & Seizure Update for
Sergeants and Lieutenants

SCHOOL RESOURCE OFFICER
Requisite Training and Standards
Specialized Training
Demonstrate quality patrol investigative
• Interviewing Children
techniques
• Cyber-Bullying/Sexting Investigations and
Appropriate Consequences
Juvenile Officer Certification
• Juvenile Interrogation and Delinquency
Strong ability to interact with juveniles
Update
and other members of the public
• Juvenile Investigative Case Review
• 40-hour SRO Certification

TASK FORCE AGENT
Requisite Training and Standards
Specialized Training
Demonstrate quality patrol
• Development and Managing Informants
investigative/tactical techniques
• Anti-Gang Strategies for Patrol
Ability to work inter and intra-agency
• Concealed Compartments in Vehicles
Perform walk-along with task force agent
• Suburban and Collar County Gang
Awareness
Strong knowledge of case law related to
search and seizure
• Covert Surveillance for Narcotics and
Task Force Units
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TRAFFIC UNIT

•
•
•

•
•
•
•
•
•
•
•

Requisite Training and Standards
Demonstrate quality patrol tactics and
self-initiation
Function in self-supervised environment
Perform walk-along with traffic unit
officer(s)

•
•
•
•

Specialized Training
Enhanced Traffic Enforcement for Patrol
Radar/Lidar Instructor
Basic Truck Enforcement
Advanced Truck Enforcement Officer

TRAINING OFFICER
Requisite Training and Standards
External Training
Demonstrate quality patrol
• 40 Hour Instructor Development Course
investigative/tactical techniques
• Use of Force Train-the-Trainer
Perform walk-along with Training Officer
• VORTEX Level I: Vehicle Operations and
Rescue Tactics
CADRE Instructor
• Rapid Deployment Instructor
Field Training Officer
Oleoresin Capsicum Instructor Training
• 40-hour Firearms Instructor
LLIM Trainer
• 40-Hour Rifle/Carbine Instructor
Taser Instructor Training
• Rescue Task Force
Assist with internal training instruction
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APPENDIX D

SEMI-ANNUAL CAREER DEVELOPMENT ASSESSMENT
Employee Name:
Assessment Period:
Years of Service:

to
1-2

Position:
2-3

3-4

INTERNAL TRAINING

Supervisor:
Date of Review:
4-5
5+

Please discuss any internal training the employee attended during this rating period.
TRAINING TOPIC
DATE(S) ATTENDED
APPLICABLE MANDATE(S)

EXTERNAL TRAINING

Please discuss any external training the employee attended during this rating period.
COURSE NAME
COURSE DESCRIPTION
DATE(S) ATTENDED
APPLICABLE MANDATE(S)

SHORT-TERM CAREER GOALS

Short-term career goals and objectives for the coming year are to be created by the employee and the supervisor. The
employee should identify short-term goals identified below, and the supervisor is to provide a pathway to assist in the
achievement of their goals. Consideration for short-term career goals should be the employees’ strengths, areas of
improvement, specialty need(s), and budgetary constraints.
Accident Investigator
ALICE Instructor
Bike Patrol Officer
Cadre

Cell Phone Forensics Officer

Drug Recognition Officer

Elderly Services Officer

Evidence Technician

Field Training Officer

Fitness Initiative

Honor Guard Member

Juvenile Officer

(Select 1)
☐ EVOC Instructor
☐ Tactical Officer Instructor
☐ Use of Force Instructor
☐ Weapons Instructor

Officer Wellness
sUAS Operator
Internal Training Goals and Objectives for Short-Term Career Goal(s):
External Training Goals and Objectives for Short-Term Career Goal(s):

LONG-TERM CAREER GOALS

Long-term career goals and objectives for the coming year are to be created by the employee and the supervisor. The
employee should identify long-term goals identified below, and the supervisor is to provide a pathway to assist in the
achievement of their goals. Consideration for long-term career goals should be the employee’s strengths, areas of
improvement, specialties obtained, and prerequisite training.
Community Engagement Officer
General Case Detective
ILEAS WMD
ILEAS Mobile Field Force

MERIT SWAT
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Officer in Charge

School Resource Officer
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Task Force Agent

Training Officer
Internal Training Goals and Objectives for Long-Term Career Goal(s):
External Training Goals and Objectives for Long-Term Career Goal(s):
Comments:
Officer Signature:
Supervisor Signature:
Lieutenant Signature:
Deputy Chief Signature:
Chief Signature:

EMPLOYEE COMMENTS
SIGNATURES
Date:
Date:
Date:
Date:
Date
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Traffic Unit Officer

FIELD TRAINING 10.14
10.14.1

PURPOSE

The Department’s Field Training and Evaluation Process is an extension of the law enforcement
selection process combining on-the-job training with objective performance assessment to
ensure that the standards of a competent law enforcement officer and department standards
are met.
10.14.2

POLICY

The Wheaton Police Department is committed to the Field Training and Evaluation Process for
post-academy probationary police officers.
The Field Training and Evaluation Process mission is to improve the overall effectiveness and
efficiency of law enforcement service and to improve the department’s relationship with the
citizens of Wheaton by:
a. Improving the overall applicant screening process. Field Training and Evaluation
is a logical extension of the department’s overall applicant screening process. It is
designed to facilitate on-the-job observations and performance assessment as
well as assess the relative effectiveness of the candidate recruitment, testing,
selection and basic training/certification process.
b. Establishing a probationer appraisal process. The Field Training and Evaluation
Process is designed to provide a valid, job related, post-Basic Training Academy
evaluation of the probationer’s performance, utilizing standardized and
systematic approaches to job/task performance documentation. Specific
documentation of performance serves as the criteria for the retention or
termination of the probationary officer candidate.
c. Improving the probationer training process. This process provides on-the-job,
post-Basic Academy instruction via Field Training Officers (FTO) serving as mentors
/ role models for probationers to expedite the application of knowledge, skills, and
abilities in concert with Department and Community expectations for quality law
enforcement service delivery. The uniformity of the Field Training Process assists
in bringing the probationer up-to speed to certify for solo patrol operations.
d. Establishing an improved in-service retraining process. The Field Training Unit
(FTU) also provides a process for retraining and orientation to sworn personnel
who return to Patrol Operations after extended absences or non-uniform patrol
service assignments.
EFFECTIVE DATE: 05/01/2021
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The Deputy Chief of Operations shall decide which personnel will require retraining and
orientation upon returning to Patrol Operations. The Deputy Chief of Operations shall notify the
Chief of Police of this assignment and will determine the length of the process.
During the time, such sworn officers are assigned with an FTO, they will not be subject to the
evaluation process required of probationers in training. The FTO’s function is to familiarize the
officer with updated policy & procedure, orders, reporting forms, protocols, and current field
intelligence.
The officer being retrained and the FTO shall be considered a 2-officer patrol unit and will handle
their regularly scheduled patrol/beat responsibilities.
10.14.3

ORGANIZATION

10.14.3.1

Field Training Unit Commander

The Field Training Unit Commander shall be responsible for the overall administration of the Field
Training and Evaluation Process and shall be designated by the Chief of Police.
The Field Training Unit Commander shall coordinate the development of an Employment Status
Recommendation to retain, extend training or terminate the Probationer. Field Training Unit
personnel and Patrol Supervisors will provide input as required.
The Field Training Unit Commander is responsible for providing status reports on the
Probationer’s development at staff meetings.
Whenever possible, the Field Training Unit Commander will attend the various training sessions
and Field Training Unit meetings to assess first-hand information concerning Probationer
performance and the uniformity of the Field Training Officer instruction techniques. The Field
Training Unit Commander shall insure the dissemination of pertinent information from the
Training Academy regarding the probationary officer candidate’s performance and disseminate
it to the Field Training Cadre.
10.14.3.2

Field Training Unit Coordinator

The Field Training Unit Coordinator shall be designated by the Chief of Police.
The Field Training Unit Coordinator shall be responsible for assisting the Field Training Unit
Commander with the general administration and evaluation of the Field Training and Evaluation
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Process. as well as provide staff monitoring of all probationers during the probationary
employment period.
a. The Coordinator shall monitor and evaluate the overall development of probationers in
order to identify and correct deficient performance and to assist the FTO’s in rectifying
them through training and coaching.
b. The Coordinator shall, in concert with the Unit Commander, be responsible for planning,
directing, scheduling and evaluating field training assignments and any changes in such
assignments or variations in the length of assignments.
c. The Coordinator shall work closely with the Probationer, FTO’s and patrol shift
supervisors during the Field Training and Evaluation Process assignments to assist in
correcting any training deficiencies. The Coordinator may recommend Step extension for
additional training and coaching.
d. The Coordinator shall facilitate the assembly and dissemination of information regarding
the Probationer’s progress to the appropriate staff members.
e. The Coordinator shall be responsible for forwarding a final assessment of each
Probationer 40-days prior to the end of the probationary employment period. An
Employment Status Report will be submitted to the Field Training Commander with a
recommendation to retain, extend training or dismiss the probationer. All other
supervisory personnel and Field Training personnel will be offered the opportunity to
provide input in this final employment status report.
f. Whenever possible, the Coordinator will attend Field Training Unit meetings to
provide/receive first-hand information concerning probationer performance and to
observe FTO group discussions and problem-solving techniques.
10.14.3.3

Field Training/Patrol Shift Sergeants

The Field Training/Patrol Shift Sergeants have the dual responsibility of shift supervision and
providing static review of the probationers on shift training and evaluation. They will inform
other staff members of the probationer’s progress. All Patrol Sergeants shall receive training in
the supervision of the field training process and will sign the reviewed by portion of the Daily
Observation Report (DOR).
The Field Training/Patrol Shift Sergeant must insure that the training and evaluation process is
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properly administered. Various information sources should be utilized to achieve these goals,
(including but not limited to) Daily Observation Reports, discussions with Field Training Officers,
and on-the-job observations of Probationer performance to assist in summarizing the weekly
progress (Weekly Performance Summary).
The Field Training/Patrol Shift Sergeant shall conduct weekly reviews of the Probationer’s Field
Training Manual to insure it is current and properly completed as well as to provide direction for
correction if needed.
The Field Training / Patrol Shift Sergeant shall meet with the probationer and assigned FTO to
execute the Weekly Performance Summary. The completed and signed Weekly Performance
Summary shall be placed in the probationer’s DOR notebook.
10.14.3.4

Field Training Officer

The FTO has two primary roles to fulfill: that of a patrol officer assuming full patrol and beat
responsibilities and that of a trainer/assessor of probationers.
The Field Training Officer shall be directly responsible for the training and evaluation of the
probationers assigned, as directed by the Field Training Unit Command Staff.
Field Training Officers shall receive formal FTO instruction prior to assuming probationer training
and coaching responsibilities.
A FTO may be released from Field Training and Evaluation Process duties as follows:
a. At the request of the Field Training Officer, with the approval of the Deputy Chief
of Operations
b. By removal from patrol duties, due to reassignment.
c. Upon recommendation of the Field Training Commander and Field Training
Coordinator due to unacceptable Field Training Unit performance.
d. At the direction of the Deputy Chief of Operations, or Chief of Police.
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10.14.4

FIELD TRAINING OFFICER SELECTION PROCESS

The Police Department shall post notice of Field Training Officer openings. A written
memorandum shall be forwarded to the Field Training Coordinator, who shall forward it to the
Field Training Commander. Minimum qualifications for Field Training Officer:
a. Sworn, non-probationary member of the Wheaton Police Department, of which
not less than six (6) months prior to the FTO memorandum date were served in
uniform patrol operations.
b. Willingness to make a two (2) year assignment commitment to the Field Training
Unit.
c. Acceptable performance assessments and input from current and immediate
Supervisors (those having direct observation / knowledge of the Field Training
Candidate’s work habits, standards, etc.).
d. Review of personnel action file entries (e.g., complaints, civil litigation filings, etc.).
e. All Field Training Officer Candidates must maintain a “meeting standards”
All qualified applicants shall be assessed by a selection board composed of the Deputy Chief of
Operations, Field Training Commander and Field Training Coordinator. Final selection of Field
Training Officer Candidates shall be made by the Chief of Police or designee.
10.14.5

ASSIGNMENTS OF PROBATIONERS

Probationers shall be assigned to the Patrol Division commencing with Phase II. Probationers shall
be permitted to carry a concealed firearm off-duty during the Field Training Process. The
probationer must have successfully completed all agency requirements including:
1. Inspection, approval and certification of the off-duty weapon and ammunition by the
Chief of Police. The off-duty weapon shall be carried in a holster that provides safety
and security comparable to the issued / approved uniform duty holster; the holster
and ammunition carrier shall be inspected / approved by the Department’s Training
Officer.
2. Demonstration and certification of safe handling and maintenance of the approved
weapon by the Departments Training Officer.
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3. Proficiency qualification with the off-duty weapon on the department’s combat
course of fire.
4. In-Service orientation regarding the decision to take action while off-duty (decision
making) in addition to tactical safety protocols such as identification and assessment
of threatening target(s), determination of threat validity, verbal identification /
challenge (issuance of clear / audible directions), cover / concealment and reaction to
secondary targets / adversaries.
Probationers shall wear civilian attire to and from the workplace until certified for solo-patrol.
Probationers assigned to the Patrol Division shall be placed in a Field Training and Evaluation
assignment under the supervision of a Sergeant and FTO as defined in this order.
1. The Field Training assignment shall be predetermined and will be varied only when a
Probationer requires an extension of training and/or the preassigned FTO is
unavailable.
2. The Field Training Unit Commander may continue the field training assignment of a
Probationer beyond the predetermined Step should the need for further training and
evaluation be required.
10.14.6

PHASES AND STEPS

The Field Training and Evaluation Process shall be divided into the following Phases and Steps:
Phase One
1. Basic Police Academy
2. Prior to being assigned to a Field Training Officer, the Probationer will receive a
minimum of 10 days of in-house administrative processing, agency orientation,
training, and proficiency testing/evaluation. This will be provided either prior to or
immediately following the Probationer=s attendance at the Basic Police Academy.
3. Equipment Assignment (Uniform, Radio, Duty gear etc.)
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4. Pre-certifications:
• WPD course of fire
• WPD Use of Force Policy
• O.C. Certification
• Baton Certification
• PPCT system review
5. Introduction training on squad operation
• Familiarization of squad cars assigned equipment
• Wheaton Police Department Motor Vehicle Pursuit and
Emergency Vehicle Operations Orders
6. Review of all other WPD Orders and introduction to the F.T.E.P. (issuance of the WPD
Field Training Manual).
Phase Two - Field Training and Evaluation Process Steps 1 - 4
1. Step 1 (a minimum of 20 working days duration)
Working day is defined as a shift during which the Probationer is:
1) Assigned with an FTO and
2) Completes a minimum of 50% of the shift.
During the first working day, probationers are not formally evaluated using the DOR. FTOs
will document any training/coaching during non-evaluation days.
The Field Training Coordinator will insure that the minimum number of certified days of
training and evaluation have been completed and all assigned Training Tasks have been
completed prior to advancement to Step 2.
2. Step 2 (minimum of 20 workdays duration)
Training and evaluation for the entire Step.
Assigned Training Tasks must be completed prior to advancement to Step 3.
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3. Step 3 (minimum of 20 workdays)
Training and evaluation for the entire Step.
The FTO Coordinator will insure that all the Training Tasks listed in the Field Training Manual
have been completed.
4. Step 4 (minimum of 10 workdays)
The FTO and Probationer will, as time permits, review all previously trained tasks.
The Probationer will function as if in a solo assignment. The FTO shall maintain uniformed
attire and will function in an observer role and shall only activate at the FTOs discretion.
Probationers must successfully complete (certify) the Step 4 solo patrol responsibilities in
order to advance to the Step 5 assignment.
Phase Three / Step 5 (balance of probationary employment)
1. Upon completion of Step 4, the Probationer will receive direction from the Field
Training Coordinator identifying the Probationers shift assignment.
2. Probationer remains on probationary employment status.
3. Probationer shall be permitted to wear the authorized Department uniform to and
from the workplace.
4. The Field Training Coordinator will assign the Probationer within Scaffold Field
Training during two (2) one (1) week intervals throughout the remainder of Step V.
5. The Field Training Officer and Probationer assigned to Scaffold Field Training shall be
considered a 2-officer car, handling any 2-unit response call and not impacting
manpower negatively. The Scaffold Field Training Officer shall permit the Probationer
to take/maintain primary contact officer responsibilities whenever practical and
possible.
6. The Field Training Officer assigned to Scaffold Training shall prepare a memorandum
indicating the Probationers performance in the following categories: Communication,
Job Skills, Responsibility / Accountability, Productivity, Professionalism, overall.
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The memorandum shall be submitted to the Field Training Coordinator at the end of each
scaffold week and shall be kept for file documentation and preparation for the
Probationers end of Probationary Report.
In the event that the Probationers performance does not meet standards (Not
Responding to Training / NRT) at the close of any Step, the following protocols shall be
affected:
1. The Probationers Field Training Evaluation Process. may be extended upon the
recommendation of the Field Training Unit through the chain of command.
2. All extensions of training for NRT shall be administered with a formal Performance
Improvement Plan (PIP).
10.14.7

EVALUATION PROCESS

Daily Observation Report (DOR) - Shall be completed only by certified Field Training Officers (FTO)
during each patrol shift. (Note: the FTO shall only document training and coaching when NonEvaluation Day Protocols are in effect.)
Weekly Summary Report (WSR) - Shall be completed by the Sergeant on whose shift the
Probationer is assigned for that week of field training. The FTO shall insure that the Probationer
has completed the WSR entries of the following information from the Daily Observation Report:
a. The total amount of training per category for each duty day and for the entire
week (entered category by category).
b. Performance requiring Corrective Action Necessary (CAN) Shall be noted, and any
Not Responding to Training (NRT) entries shall be highlighted.
10.14.8

EMPLOYMENT CONFIRMATION PROCESS

The Probationers performance shall be closely monitored by the Field Training Unit/Patrol
Division Supervisors and Command Staff. Formal action shall be taken with respect to the
following activities:
a. To recommend an extension of the probationary employment period.
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b. For advancement of probationers from Field Training (Steps 1- 4) and to solo
performance, Step 5.
c. As required to advance the Probationer from probationary employment status to
permanent employment status.
10.14.9

EMPLOYMENT TERMINATION PROCESS

A recommendation for termination may be initiated at any time during the probationary period
when performance is not acceptable. Memorandums and recommendation for termination shall
be forward to the Field Training Unit Commander.
1. The Field Training Commander shall gather all memorandums and ensure that all
supporting data is attached.
2. The Field Training Commander will facilitate the preparation of a detailed
Employment Termination Report and Recommendation. The Report and
Recommendation shall be forwarded through the chain of command to the Chief of
Police.
Upon receipt of the recommendation, the Chief of Police will conduct a review of the report.
1. Based upon the overall circumstances, the Chief may assign the probationary officer
to Administrative Leave status.
2. The Chief of Police will review the recommendation for termination with the Board of
Fire and Police Commission.
3. The Board of Fire and Police Commission will render a decision.
Upon the recommendation of the Board of Fire and Police Commission, the Probationers Field
Training and Evaluation reports will be filed as follows:
1. The decision of the Board of Fire and Police Commission shall be placed in the
employees City and department personnel files.
2. Should the Boards decision require termination, then the employees Field Training
and Evaluation Process files shall be sealed, secured, and inventoried into evidence
following chain of custody guidelines until such time as the statute of limitations for
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all personnel actions (e.g., appeals) have expired. This file shall minimally include
original documents as follows:
a. All Daily Observation Reports, Weekly Summary Reports, Performance
Improvement Plans (with meeting notes).
b. The Probationers Field Training Manual (including the Step 1-3 Training Task
Sheets).
c. All official Department memorandums and correspondence pertaining to the
employee’s employment status.
3. The Field Training Commander (and/or designee) shall insure that a duplicate set of
the above files are photocopied, and true copy status is certified by a Notary Public
before the original files are placed in evidence. The photocopied file shall serve as the
Departments working copy. The duplicate working copy shall be maintained by the
Deputy Chief of Operations
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TO :
FROM :
DATE:
SUBJECT:

Probationary Officer () Scaffold Field Training Memorandum

Communication
Unacceptable
Exceptional

Needs Improvement
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Meets Standards

Exceeds Standard
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Job Skills
Unacceptable
Exceptional

Needs Improvement

Meets Standards

Exceeds Standard

Responsibility/Accountability
Unacceptable
Needs Improvement
Exceptional

Meets Standards

Exceeds Standard
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Productivity
Unacceptable
Exceptional

Needs Improvement

Meets Standards

Exceeds Standard

Professionalism
Unacceptable
Exceptional

Needs Improvement

Meets Standards

Exceeds Standard
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Overall

Unacceptable
Exceptional

Needs Improvement

Concur
FTO Coordinator
FTO
Commander
Deputy Chief
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Meets Standards

Do Not Concur
(supply addendum)

Exceeds Standard

Initials

Date

PERFORMANCE EVALUATION 10.15
10.15.1

PURPOSE

The Performance Evaluation System is designed to evaluate the performance of the sworn
members (non-supervisory) in his/her current job assignment. The goal of the evaluation system
is to motivate and direct the employee by individualizing objectives and providing a format for
career development. In addition, Performance Evaluation Reports provide data for the
following:
a.
b.
c.
d.
e.
f.
10.15.2

Identification of the employee's strengths and weaknesses
Identification of the employee's goals and objectives
Address responsibility for improving poor performance
Awarding merit increases
Assignment to specialty positions or promotion
Providing input relative to employment decisions and providing input relative to
contemplated disciplinary action
GENERAL CONSIDERATIONS

A supervisor’s role requires that he/she continually evaluate the employee's performance. As
such, evaluations are made daily through observation, dialogue, and direct contact.
The Performance Evaluation and Rating Report is not a substitute for the daily instruction of
subordinates by a supervisor. They have an obligation to an employee, as well as to the Wheaton
Police Department, to correct unacceptable performance, as well as to recognize exceptional
performance, at the time it occurs.
10.15.3

EVALUATION GUIDELINES

10.15.3.1

Documentation

In order to maintain objectivity, as well as to overcome subjective influence, the Rater shall
maintain daily notes on events, which pertain to the employee's performance. A record of both
desirable and undesirable incidents is not only beneficial for the preparation of the rating form
but may also be utilized to answer questions relative to the supervisor's determination of the
indicated job performance. The Rater completing the evaluation must remain professional and
prepare a complete and accurate evaluation avoiding any bias.
10.15.3.2

Preparation of the Evaluation Form

The evaluation form is divided into various major categories, under which there are pertinent
statements relative to the employee's performance in factor.
1
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These scores are to be based on objective data maintained monthly by the employee’s
supervisor and can be verified through the use of the Department records and statistics.
Each factor requires written comments on observations from the employee's supervisor. The
employee, after reviewing the completed rating form and the comments of the preparing
supervisor, may add their own comments and enter their signature in the space provided on the
evaluation form.
10.15.4

INSTRUCTIONS FOR COMPLETING THE EVALUATION FORM – PATROL

Explanation of Factor Areas:
Five broad factors that encompass the job functions of employees. Each factor encompasses
many job functions that may vary by assignment. These lists are not all-inclusive. They are
designed to assist in understanding the job functions that relate to the factor area. Supervisors
and their work groups may choose to identify additional job functions specific to particular
assignments.
1. Communication:
a. Report writing and other written communication
b. Use of radios and computer
c. Teamwork (interagency and intra-agency)
d. Sharing of information
e. Active listening and verbal communication skills
2. Job Skills:
a. Tactics & safety
b. Performance within special assignments
c. Weapons proficiency
d. Driving ability
e. Knowledge of job
f. Arrest procedure
g. Observation skills
h. Conflict resolution and problem solving
3. Responsibility/Accountability:
a. Attendance
b. Preparedness
c. Use of force (escalation/de-escalation)
d. Court prep
e. Care of equipment
f. Acceptance of direction/correction
2
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4. Professionalism:
a. Attitude
b. Appearance
c. Judgment/Problem Solving
d. Self-motivation
e. Command Presence
5. Productivity:
a. Enforcement Activity
b. Proactive patrols (foot, bike, business, neighborhood, etc.)
c. Citizen contacts
d. Productive use of time
e. Attention to team and department goals and objectives
f. Identifying and addressing community problems or issues
10.15.4

INSTRUCTIONS FOR COMPLETING THE EVALUATION FORM – DETECTIVE

Explanation of factor areas:
The job description of a Wheaton Police Department Detective delineates the unique duties and
responsibilities of the position. Members of the Investigative Division will be evaluated based
on the relevant factors of their assignment. The following five topics are not all inclusive but are
provided as a guideline for completing the evaluation form.
1. Communication:
a. Reports are succinct, sequential, and organized, containing all pertinent
information
b. Conduct audio and video recorded non-custodial and custodial interviews, with
proper admonishments or application of Miranda
c. Communication skills and professionalism
d. Develop professional relationships within the agency, and within the community,
other units of government, business, private institutions, and religious
organizations.
2. Job Skills:
a. Operation of vehicles, use of tactics, arrest procedures
b. Application of investigative tools (e.g., grand jury subpoenas, photo lineups,
search warrants, arrest warrants, and pen registers)
c. Understanding of search doctrines, custodial tests, invocations of rights and
voluntariness of statements
d. Investigative innovation, recognizing patterns, case building
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e. Proficiency with department weapons and equipment.
3. Responsibility/Accountability:
a. Flexibility of work hours, unplanned shift extensions, and on-call assignments.
b. Preparation for trials, depositions, and other hearings
c. Acceptance of direction/correction
d. Attendance and care of equipment
4. Professionalism:
a. Judgement, problem solving and ethical decision making
b. Time management
c. Command presence and scene management of critical investigations.
d. Working with and developing future detectives
e. Self-motivation
5. Productivity:
a. Case assignments prioritization
b. Prepare, organize, and deliver public presentations
c. Achieving department and division goals and objectives
d. Proactively identifying crimes, patterns, and methods of operation
10.15.5

THE RATING LEVELS

There are five rating levels with the following captions:
UNACCEPTABLE - Consistently does not perform at an acceptable standard for experience level
and job position. Numerical value of 1.
NEEDS IMPROVEMENT - Frequently does not perform at an acceptable standard for experience
level and job position. Numerical value of 2.
MEETS STANDARDS - Generally performs at an acceptable standard for experience level and job
position. Numerical value of 3.
EXCEEDS STANDARDS - Frequently performs at a standard above experience level and job
positions. Numerical value of 4.
EXCEPTIONAL - Consistently performs at a standard above experience level and job position.
Numerical value of 5.
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10.15.6
1.
2.
3.
4.
5.
10.15.7

CALCULATING OVERALL SCORE
SUM the values of the five topic areas
DIVIDE the SUM by “5”
Calculate to the tenth digit
Round .5 and above up to the next highest whole number
Round .4 and below down to the next lowest whole number.
EXPLANATION OF RATING SECTION

The baseline assumption shall be that each employee MEETS STANDARDS unless he/she
demonstrates an above or below standard performance in an area. Scores may move up or down
based only upon documented performance during the rating period.
a. Individual incidents should only be brought up in one topic area.
1. Documentation of the same incident in more than one category shall require
explanation and justification in the comments section.
b. The evaluation shall consider the employee's tenure in the assignment.
1. For example, an inexperienced employee may receive a rating of MEETS
STANDARDS for a level of performance, which would receive NEEDS
IMPROVEMENT if the employee had more time in the assignment.
c. The evaluation shall be based upon the job description, standards of the
employee's assignment, and the department’s expectations.
d. The evaluation shall not be based upon person-to-person comparison between
employees.
e. The evaluation must provide an accurate record of the individual's overall
performance for the evaluation period.
f. An evaluator must have supporting rationale or documentation for any below or
above standard score.
g. Consideration shall be given to the frequency of conduct or behavior in
conjunction with the importance of the conduct or behavior (either positive or
negative).
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1. The frequency and importance concept is a way for an evaluator to determine
how an incident(s) should affect the overall rating in a topic area. This, in
conjunction with a program of regular counseling, is the backbone of the
evaluation system.
2. Frequency: How often a conduct/behavior impacts upon the organizational
function.
3. Importance: How significant the impact of the conduct/behavior is upon the
organizational function.
4. Example: a single important incident may be weighted similarly to a frequent
but insignificant conduct; infrequent and insignificant incidents may not
impact the rating at all; frequent and significant incidents may have a greater
influence on a rating.
10.15.8

COMMENTS SECTION

Comments for UNACCEPTABLE and NEEDS IMPROVEMENT ratings must be supported by
documentation showing that the employee was made aware of and counseled about the
performance.
a. Ideally the documentation should have been generated and presented to the
employee in a timely manner proximate to the deficient performance giving rise
to such ratings.
Goals to achieve in order to overcome substandard performance shall be included in the
comments section of any topic area with a rating of UNACCEPTABLE or NEEDS IMPROVEMENT.
a. A Performance Improvement Plan (PIP) shall be created when necessary to help
identify problem areas and create a plan for bringing the employee’s
performance to an acceptable level.
10.15.9

ENFORCEMENT ACTIVITY GOALS

Supervisors shall recognize and acknowledge that enforcement is only one facet of police work
and shall not allow the presence or lack of enforcement to improperly overshadow all the other
facets of police work.
Enforcement Activity is any activity that an officer performs to enforce a statute or ordinance,
including logged stationary or moving patrol at noted problem or high-crime areas, traffic stops,
investigatory stops, arrests, written warnings, and citations.
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At the beginning of a new year’s deployment periods, each supervisor shall set expectations for
the group and/or individual employees in written form and shall comply with any applicable
statutes.
This information must be given to any new member that joins a work group/assignment after
the start of the cycle.
Enforcement activity goals must be realistic, attainable, support the department’s mission, and
must be approved by the divisions’ respective Deputy Chief.
10.15.10

COUNSELING

Evaluations are an assessment of past performance. To be helpful and effective, evaluations
need to be coupled with counseling sessions, which look to the future.
The purpose of counseling sessions is:
a. To ensure that an employee understands what performance is expected for
his/her assignment.
b. To identify and encourage performance strengths.
c. To identify and help correct performance weakness.
d. To discuss and plan career goals and objectives.
Counseling must be done with each employee in conjunction with every Performance Evaluation
and at least semi-annually.
a. Supervisors may need to have more frequent meetings when warranted to
discuss problems. Strengths.
b. Supervisors should not save up incidents for one counseling session.
Counseling will be documented in memo form from the evaluator to the officer.
a. Both will initial the document and the employee may add comments at the
bottom.
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10.15.11

MAINTENANCE OF PERSONNEL INFORMATION

For annual evaluation purposes, a file folder for each officer will be maintained in the
Lieutenants Office. It shall be open to inspection by the officer upon written request.
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10.16.1

PURPOSE

The purpose of this Order is to affix responsibility for attendance in Court and to provide a
uniform method of notification in the event an absence is necessary.
10.16.2

POLICY

It shall be the policy of this Department to fully cooperate with other agencies and elements of
the criminal justice system in an effective and efficient manner to insure successful prosecution
of criminal and traffic offenders.
10.16.3

PROCEDURES

10.16.3.1

Attendance in Court

Members of this agency are responsible for pre-Court preparation (obtaining items of
evidence, securing notes, copies of reports, etc.) and for reporting for all scheduled Court
appearances in a timely manner.
For purposes of this Order, the method of notification for a required appearance in Court
may include, but not be limited to, the following:
a. Subpoenas
b. Notices from the Office of the State's Attorney or the City Prosecutor
c. Verbal communication from a member of the Administrative Division or any
supervisory member of this agency
d. Internal written communications
When attending court, members shall check in with the City Attorney or Assistant State’s
Attorney. Members shall remain in the courtroom for the duration of the call unless released by
the City Attorney or Assistant State’s Attorney.
10.16.3.2

Absence Notifications

Absences from scheduled Court appearances may only be authorized by supervisory members of
this agency provided proper notification is made by the affected member. Circumstances
necessitating a request for an authorized absence will fall under one of two categories listed
below:

EFFECTIVE DATE: 05/01/2021
REVISED DATE:

COURT APPEARANCES 10.16
Scheduled Absences
a. Members of this agency will be responsible for projecting their work schedules
and identifying Court appearances conflicting with scheduled leave time or
department assigned training in a timely manner. It will be the responsibility of
the affected member to notify the department administration as soon as the
conflict is identified. The notification will be made by completing the Court
Absences entry in SharePoint.
b. Traffic Court appearances affected by the absence request require a minimum of
four (4) weeks of notice.
c. Any other court appearances affected must be listed in the notice at the time of
submittal.
d. Upon receipt of this notice, the police administration will evaluate the
circumstances. If the circumstances warrant authorizing an absence from Court,
the Operations Division Administrative Secretary will process the request and
make the appropriate notifications.
Emergency Situations
a. For purposes of this Order, emergency situations necessitating an absence from a
scheduled Court date will include any unforeseen event or condition arising no
more than twenty-four (24) hours prior to a member's court date or at such time
(weekend, holiday) so as to preclude advance written notification as required
under Section II, Subsection A of this Order.
b. Should an emergency arise, it shall be the affected member's responsibility to
contact the on-duty Lieutenant, Sergeant, or respective divisional Deputy Chief (in
that order) and advise of the conflict and request an authorized absence. The
Supervisor receiving this request shall evaluate the circumstances of the request.
If, in the Supervisor's opinion, it warrants authorizing an absence, the Supervisor
shall so advise the member and notify the Operations Division Administrative
Secretary via email (and verbally if the timing of the matter so dictates) of the
absence. The notification to the Operations Division Administrative Secretary shall
include:
c. The circumstances surrounding the absence.
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d. The date and time of the affected Court appearance (the defendant's name and
Courtroom location for all appearances other than Field Court).
10.16.4

DUTIES OF THE MEMBER REQUESTING AN ABSENCE

Scheduled Absences
The Operations Secretary will make the appropriate notifications should a court absence be
approved.
Emergency Situations
Upon return to duty, the member shall immediately submit a memorandum to his/her immediate
Supervisor detailing the circumstances necessitating his/her absence, as well as any other
documentation or information requested or ordered by his/her Supervisor (physician's certificate
for Sick Leave, etc.).
10.16.5

DUTIES AND RESPONSIBILITES OF THE DEPARTMETN ADMINISTRATION

Authorized Absence (either scheduled or emergency situation)
The Operations Secretary shall inform the City’s Prosecutor or State’s Attorney’s Office, of the
member's absence and request continuances for any and all cases on the Court Call to the
Officer's next available Court date.
Unauthorized Absences and/or Tardiness
Any member arriving late to a court appearance, or being absent from a court appearance
without authorization, shall inform their immediate supervisor upon reporting for their next duty
day. A member's unauthorized absence or late appearance in Court shall be documented by the
member’s immediate supervisor noting the reason for the tardy or absence and the affect the
absence had on the proceedings. It shall be the supervisor’s responsibility to recommend any
discipline necessary.
10.16.6

COURT NOTICES

It shall be the responsibility of the Operations Division Administrative Secretary to process court
notices and provide the information to the affected employee(s). Notices shall be processed
without undue delay.
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If the court notice will occur before an affected member is next scheduled to work or less than
24 hours’ notice prior to the court appearance, the Operations Division Administrative Secretary
will attempt to make phone notification to the member to determine the member’s availability.
Only one attempt at a phone notification will be made for any court case. A message will be left
if possible. Should the member be available, the notice will be processed normally. If the member
is not available, the Operations Division Secretary will notify the State’s Attorney’s Office by 2:00
p.m. on the day prior to the trial to advise that the requested member is unavailable due to late
notice.
Any employee that receives a request to appear in court that was not processed through the
Operations Division Secretary shall submit the request through the chain of command for
processing.
10.16.7

NOTICE OF TRIAL

Members receiving a Notice of Trial shall follow the instructions on the notice and register with
the State’s Attorney’s Office. When entering a contact phone number with the office, members
shall provide the Operations Division Secretary number of 630-260-4867.
10.16.8

TRIAL APPEARANCE PURSUANT TO THE ON-CALL PROCEDURE NOTIFICATION

All employees of the Police Department will complete and submit to the Operations Division
Secretary an "on call" form. This form will contain the officer's home phone number and any
additional phone numbers the officer chooses to provide (pagers will be accepted).
The State's Attorney's Office, on the day of trial, will advise the Operations Division Secretary of
the specifics (who, when, where) of an employee's appearance, when scheduled pursuant to the
on-call procedure, for that day. This information will be recorded on the Operations Division
Secretary’s copy of the Notice of Trial.
Upon receiving notification that a trial will be held, the Operations Division Secretary will contact
the employee and provide reporting instructions. The contact will be accomplished by calling all
numbers, if necessary, listed on the employee's "on call" card and leaving messages when
possible.
The employee will then be responsible for calling the Operations Division Secretary back by 12:30
p.m. to confirm receipt of the message. Once the reporting directions are delivered, it is the
employee's responsibility to report as directed.
Although it is not required, an employee who has received a Trial Notice may contact the Police
Department Operations Division Secretary at 260-4867 at 12:30 p.m. on the day of trial to receive
his/her court appearance instructions.
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The Operations Division Secretary will provide a memorandum to the affected Division
Commander should any of the following occur:
a. The employee could not be reached at any of the numbers listed on the on-call
card that was submitted.
b. The employee failed to contact the Operations Division Secretary when required.
c. The employee failed to appear as directed.
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